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- ' INTRODUCTION

3

Ah important ingredient. for a successful HOSA chapter is a qualified

« and committed advisor. This handbook is written primarily for use by

¢ ¢

 Health Occupations teachers and HOSA advisors.

Health Occupatiaons teachers ;Sd HOSA advisors will find the Handbook
- . helpful as a réference'in their instruction on . \This Handbook haé
been prepared to assist the Health Occupations teacher in becoming better

qualified to supérvise, lea% and direct Health Occupations students in

.
.

the role of participants‘and leaders in chapter activities. The Handbook

is not prepared for the purpoée of dictating what to do, but go serve as

e a bod§ of simplified an& organized information for the teachers' use in
.developing the coﬁpetencies-dutlined in the HOSA Student Modules.,

The KY-HOSA Advisor's‘Handbook was designed to be used in conjunction
with the HOSK Student Modules. In each section of this Handbook there is
reference.to student modules. However, the Advi'sor's Handbook attempts to
expand on the body qf knowledge contained in the 'modules. It i% hoped
that this additional i?formation will be of value to thé advisor who is
attempting to org;nizé a'ngw HOSA chapter.

The Handbook wiil pe most effective at the beginning of the Hea%ﬁh

. Services/Health Occupatio;s class when the student ﬁodules are em;basized.
The skills and abilities outlined in the Handbook should be practiced

«

throughout the schooi year and used. in éil ehagter.meetinés and programs.
4

Due to khe scheduling of the State Leadership Conference in October, the

1 o g . .
, first six Student Modules should be emphasized and completed in the first

six weeks of the fall semester. 'By the State Conference, it is hoped that

the chapter will have elected officers, established working committees,

- . . *
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develébed a program of activities, established a bedget, written their
local bylaws,'andlapplied for affiliation with KY-HOSA. i 4

It is also hoped «that by using this Haﬂdbook,‘the Health Occupatians

i

teacher and HOSA advisor will be aided in the development of participating

* members who will become future leaders in the communi;x, civic, state, and
a

national affairs.

- -

If HOSA is to meet its 6bjectiVes -— developing leadership -- we must

124 . et ;
prepare members at the local level. No organizdtion can stand on a weak
‘ .

foundation. Let us address ourselves to the most vital area of HOSA. —- )
- /
Leadership Development. . '
- A [
, .
- *
)
. L
L ’
~ . o - N .
\
L 4 b \




/
Section

10
11
12
13 .
14
15

16

“*

-

v

TABLE OF CONTENTS

fitle
STUDENT ORGANIZATIONS-HOSA
ORGANIZATTONAL STRUCTURE
ORGANIZING A CHAPTER
MEMBERSHIP /LEADERSHIP
CONSTITUTION AND BYLAWS
PARLIAMENTARY PROCEDURE
'MEETINGS AND CEREMONIES
PROGRAM OF ACTIVITIES.
_ BUDGETS AND FUND RAISING :

ADVISOR* RESPONSIBILITIES

. A

COMPETITIVE EVEWTS

ESSENTIAL RELATIONSHIPS

PUBLIC RELATIONS AND RESOURCES
CHAPTER EVALUATION

HOSA IN THE gfASSROOM

APPENQIX
Sample Letter to Parents
Sample Letter of Intent
Dues Collection Form "
Status Summary
Guide for Constitution
Application for Officer Candidacy-Local
Nomination -for Statge Officer
HOSA Study Sheet
KY-HOSA Campaign Rules
Screening Notes-Nominating Committee-—
Local
Guidelines for Conference Forms
Suggested Seating Charts
Sample Evaluation Forms

o

“

Page

1-1

2-1

6-1
7-1
8-1
9-1
10-1
11-1
12-1
13-1 -
14-1

15-1







. STUDENT ORGANIZATIONS \

Continued emphasis is being)placed on the importance of student

' A
organizations in health occupations education. In the past, student
organizations were almost totally extracurricular and some students

,

did not reap the benefits of these Yearning experiences. Vocatiodal
education is concerned because occupational sucCess is not measured
in technical skills alone. Students need experiences in developing

social skiils, leadership, citizenship, and a healthy positive attitude.

Thus, student organizations provide the experiences‘necessary to insure

! ,\ a healthy, productive, and satisfying life. Currently, most student
organizations are being incorporated into the cukriculum because of
, the invaluable role they play in teaching citizenship, interpersonal ’
. skills, pride in accomplishment, and respect for the dignity of work.
, .

.« Student organizations can benefit all of us as we strive to Pecome
self actualized. Teacher and students alike can utilize these experi-
ences for the development of the attitudes, values, skills, and behaviors

needed for a healthy, productive life.

It takes time to encourage and motivate students. Being a chapter

>

advisor will call for additional dedication on the part of theg teacher.

However, being a student organization advisor also affords the geacher

¥
.

an opportunity to reap many rewards on both a personal and professional

: - level. Ve ’
s .

Being an advisor allows for personal growth and professional divelop—

ment. Working with your students or such skills as parliamentary pnpcedure
can help you strengthen your own knowledge of the subject. The develpp-

nt of such skills can be of benefit to you in interacting Qith other

"
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You can also get to know your students on'a more personal basis,
. * -
without undermining your instructional role, than the regular class-

room pefmits. This enables you to obtain a better understanding of the

problems and concerns which face young people today.. This knowledge can

then be utilized to.help vou become a more effective teacher. N
' y

You will also gain an opportunity to receive feedback on your pro- |
gram. You can observe the students in an actual busiffess or professional
situation and will be in the position to judge the effectiveness of your

curriculum. Adjustments car easily be made to supplement or alter your

)

curriculum to meet the current needs of the students.

Your students will be the professionals of tomorrow. Student
organizations provide an addit;oﬁal oﬁportunity to foster their develop-
ﬁent into effective leéders{ They must be able to make policy and curric-
ulum decisions wisely.

You will find many opportunities to interact with your c0unterbarts

A}

from other parts of the state and .the nation. Conventions and conferences

~

allow you to meet people with similar interests and experiences. At the
A

same time, it will afford you the opportunity. to learn of different

“~

techniques and approaches, discuss problem areas, and explore curriculum

v

changes >

IS NP




- t HOSA .

. An essential element when stari&ng a student organ;zation is a | i

working knowledge of what that -organization stands for and\ how it was s

<,

formed. This section addresses those issues. Refer ‘to the student

module, LEARNING~ABOUT HOSA,);or further information regarding éreed,‘

emblem, colors, and mottor.

Purpose and Goals

\

1 The fundamental purpose of HOSX is to-provide students: (a) an

} understanding of the health field,.the dynamics of health care, and
descriptions of various career opportunities; (b) the kdowléage and

skills needed for entry level employment as health workers; and
| (c) preparation for certification or licensure neéded for employment. A
‘ . Through appfopriate guidance an(i counseling, heaith occupations
1 education 1is designed to assist each student to: (a) understand and

v d
‘ accept his abilities, aptitudes, and interest; (b) develop these

interests; and (c) reléte them to realistic life goals.

7
-

It is crucial thht a student organization have some definite'g6éls
in order to be successful in preparing sfudents to become p%oductivev
. . k." .
citizens. HOSA has identified the following as 1ts major purposeg: - \
’ ( ' Yoo
1. to foster programsy and activities.that will develop the
physical, mental, and social well being of the individual;
1e§?ership,‘character, and citizenship; ethical practices .
(on y
and resﬁect for the dignity of work; (
\

2. foster self actualizing of each member which wfll contribute "

to the meeting of each individual's psychological, social,

‘ and economic n®eds;
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3. build the confidence ©f students in thémselves and their * )
— y

work by learning to assume responsibilities, dngloping
. N

.

, person§l ang occupational competencies, and social skills .
which lead to realistic choices of caréers and successful
employment ‘in the field of health;

4. promoté inter-organization relationships with professional_

groups, businesses, industries, and other student organi-

zations;
\

5. recognize individual achievement in scholarships, occupa-

tional skills, or services rendered by providirg awards;

&

9
6. promote Qhe establishment of local student chapters to

“

! affiliate with KY-HOSA.

While the occupational program concentrates on coénitive objectives
. <N '
and specific job-related skills, HOSA supplements the program by creating

)

oﬁportunities for learning objéctives that would enable the student to:

(a) improve iﬁterpersonal relations by practicing the communication
o

skills of listening, feedback,'and %eflections through planned exercises;

(b) imgfove team membership skills and attitudes by learming to share,

to give and receive criticism, encouragement, or support; (c) participate

-

effectively in the democratic process both as a follower and as a leader
A . .
in group decision making; and (d) enhance self-concept as a helping
[ »
person by learning to accept responsibility for and consequences of

personal actions with relation to others, especially to those being

. v 1 ' *
provided health care (FAHOSA, 1977, p..3). Refer to the student ;!dule,
’ o

BEING AN EFFECTIVE MEMBER, for more information.’ ~ L\




e
—

{
w

7 ’ : ’
‘ ‘History ' .
N For many years health occupations students were affiliated with -

Vocational Industrial Clubs of Amekica (VICA) which serves students

.
»

enrolled in trade,‘tecﬁnical, and}health occupations programs (Stadt & .
Gooch, 1977, p. 2915. Health occupations educators felt a growing need
for a separate organization that might better serve the needs of the
health occupations students.
- The need for a vocational 1eadershié organ;zation for students
enrolled in health occupations has been addressed since thé Health
Occupations Educations (HOE) Division of tHé\American Vocational

© Association (AVA) electéd its first vice president. During an AVA
Convention on‘becember 3, 1971, Dale Peterson, University of Iowa,
apﬁ?inted a Tasl Force to: (a) study studené‘élubs; (b) determine

/
whether - a new organization might better serve HOE students) and

13 ~

f
(¢) examine whether 4 new organization was needed.

On December 6, 1972, at the business meeting of the HOE Division

during the AVA Convention, the members adopted a Positisn Paper on

Student Organizations in the Field of Health Occupations Education.

This position paper stated that the HOE Division of AVA should "serve o

a facilitating role assistipg the various states .and/or local groups
- t

to develop the type of organizations each deems most appropriate to
~ ’ -
- their settings." During the year following the development off the

) }
position statement, four states organized leadership organizations
[

for students enrolled in health occupations education. o

J In 1975, the Policy Committee of the HOE Q}vi?ion endorsed the

. ¥ )
} recommendation of the CORE Planning Group "to encoytrage those states
1
’ . . ’ . 1(“'.‘ S
with viable state wide student organizations to coqperateYin forming
) . “
\ Co R ‘ |
. . , |
I “ -
-
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-.by states #ho now have viable HOE student organizations to*(a) expedite

1-6

-

. '
.

a charter 6rganization." At this same meeting the Policy Committee estab-
. ) g

. 4
lished a student organization planning committee '"to facilitate the efforts

<

seeking a national charter; and (b) devise ways to assist other, states,in

 their organizing efforts." Members of this committee were the 30E State

-

~

Supervisor and/or a designee ‘from the states of Alabama, New Jersey, - =

&

On November 4-7, 1975{/through the leadership of the New Jersey

(30
’

Oklahoma, and Texas.

Department of Education and Division of Vocational Education, eighteen

representatives from all six states-having statewide health occupations

Y

education student organizations met to plan a national leadership

organization. Representatives of the state student officers and state

-
.HdE supervisors from six states (Alabama, New Jersey, New Mexico, North
Carolina, Oklahoma, and xgxas) voted to form the American Health Occup-
aéioﬁs Education Student Organization.

" On November 10-13, 1976, 384 delegates and guests mét in Arlington,
Texasrduring the consFiEutional convention for the American Health
Occupqtioné Education Student Organization. Duriné the business meeting,
student delegates from six organizing states (Alabama, New Jersey, North

-

Carolina, New Mex{co, and Texas): (a) cﬂanged the name of the organiation
to Health Occupations Siudents of America (HOSA); (b) adopted a national
constitution and bylaws; (c) elected national\officers; (d) slected
national colors; (e) decided on a national motto; (f) made plans for a
HOSA emblem competition; an? (g) set the first national 1eadership confer-

ence for the spring of 1978. The state HOE sﬁpervisprs, state advisors

and student delegates from these six states signed a‘natipnal charter and

.2 copy of the signed charter was placed in the AVA time capsule.
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‘ ) In September, 1977, a new policy statement on student organizat‘ions
was issued from the U.S. Office of.Education and approved by Ernest L.
Boyer, the U.S. Commissioner of Education and by Hary Berry, the Assistant ¢

~

Secreté;y for éducation\which iqcluded Health Occupgtions Students qf
America (HOSA). In December, 197;, the AmerHcan Vocational Association,
House of Delegates, passed a resolution that the AVA Board of Directorsy,
T "~ (a) '"recognize...the Health Occupations Studentp of America as the National
) student organization for health..."; (b). "promote the inclusion of...
Health Ogcupations'Students of America in the list of vocational student
organizations recognized by the U.S. Office of Education; and (c) "support

the inclusion of...Heath Occupations Students of America in state planning

for vocational education.' N

The first National Leadership Convention for HOSA was held in
-+
e Oklahoma City, Oklahoma, on April 27-30, ‘1978. Since the 1976 Constitu-
tional Convention, charter states had increased over 50% and charters

-

were presented to Floridé, Illinois, Indi§na, Kentucky, Maryland, Tennessee,
Minnesota, and Oregon. The emblem submitéed by students from Tennes;ée -
was selected by the voting delegaﬁes to be the ﬁatioqal emblem and compet-
itive events in informative speaking and medical terminology were held
for bogh.sec;nd;ry and .post secondary students. .
The sécohd’National Health Occupations Students of America (HOSA)
Conférence was held on Jung 26 - July 1, 1979, in Cherry Hill, New Jersey.
At that’timé, there were twenty&six (26) states providing HOSA activities

. as an integral part of health occupations edacation. Other states were in

the process of obtaining state charters (National HOSA, 1979).
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The third National Gonference for the Health Occupations Students of
America was held in Asheville, North Carolina on July ?’— 10, 1980. At this

conference, the student organization was reorganized .and rechartered with the

formation of "HOSA, Inc.". *

-

: HOSA,” Inc., is the legal identity of the adult group responsible for the

~

student program. The members of "HOSA, Inc." consist of those persons

officially designated by the government of a state or territory as the

principle person directly responsible for health occupations education in

‘each affiliated state or ‘territory. The primary purpose of HOSA, Inc. is to
serve as the sponsoring agent for the student program known as the Health .

Occupations Students of America.

The fourth National HOSA Conference was held in Albuquerque, New

Mexico, on June 25 - 29, 1981. Glenna Beverly from Kentuck} was elected

Eastern Area Vice President.

*
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’ ORGANIZATION AND STRUCTURE N
. | ) .

-

National
National HOSA and HOSA, Inc. serve as the unifying body for the state
associations and provide for the growth and development of HOSA. The national

organization through the management team of Kenora Enterprises provides the
' [

following services:

’

1. develops information and promotional material to be utilized by
state aqsoéiations for implementing HOSA activities;

2. reviews, approves, and issues charters .to state agsociations;

3. renders advice and assistance to groups wishing to organize state
. '
HOSA associations. . ‘ of

State
KY-HOSA is the stategorganization comprised of local chapters under the
direction of the Bureau for Vocational Education, Kentucky Department of

Education. KY-HOSA provides the lotal schools with many benefits in
- rel;:ion to organizing and operating an active HOSA‘ghapter. KY-HOSA
assumes the ?ollowing roles:

1. écts as a clearinghouse for ideas and information which will benefit |

\

local HOSA chapters;
2. serves as a liaison between National HOSA and lbcal chaptersy

.

3. provides directioﬁ and leadership for related concerns and
[ . '
activities;
4, offers state leadership training for local and state officers;
5. provides member services to ail local chaptersf '

6. helps insure that HOSA activities are offered and recognized.as an

integral part of the total health occupations edutation instructional

program;



*

7. serves a; a unifying body by providing an opportunjty for the
chapters to work and plan together; .
€ S
8. renders advice and assistance to groups wishing to organize local
HOSA chapters (AIASA, 1979, pp. 10 and: 27).
The state organization can also assist you in acquiring the necéssary ,

4

organizational materials. These materials include:
1. official guides and handbooks;
2. state apd national constitution and bylaws; -
3. sample of the rec%mneﬁded local constitution;
4. sample program of activities;
5. chgpter supplies catalog; ’
6. award and contest infprmation;

7. leadership materials;

8. affiliation forms for state and national charters.

State‘ﬁglisor

.

The state advisor(s) can be a source of many materials relating to
HOSA. 1In most cases, the advisor has several years of practical experience
and can provide information regarding a.wide variety of problems you might
encounter. If the answers are not readily available, the advisor will know

other local chapter advisors, community personnel, or national advisors
7
whom you may contact for assistance.

To contact your state organization or state advisor, write:
Kentucky HOSA Advisor
Health and Personasl Services Occupations
\ Education Unit (HSPO)
Bureau for Vocational Education
Frankfort, KY 40601
Phone: 502/564-3775
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State Executive Committee .

e

The State Executive Committee congists of the elected state officers, and
one advisor to each officer. The State Executive Committee plans the progam

of activdties for the stdte organization; it determines the goals, projects,

and social activities and is responsible for seeing that the program is

communicated to the local chapters. It is also responsible for planning the
) ,

State Leadership Conference. .
.

Local Ghapter

The foundation of the organizati¢n is the local chapter, for which all

.

of the others exist. The local chapter plans and implements the local activ-
ities. The local chapter consists of active members, associate members,

. v
professional members, and advisors who are teachers in health occupations

g4 . -
¢ducatién. Many local chapters have Advisory Committees or health profes- o

sionals who serve as consultants. These individuals give the local chapter

.
»

a closer link with the Health Care and Delivé;y field.

L




KENTUCKY HOSA i (

A4
»

On. November 17, 1977, a_delegation.of 50 students, representing six
Health Occup;tions Programs, gnd their advisors met at Bowling Green High
School and voted to: (a) est;blish a state organization for health
occupations students; (b) develop a state constitutidn and bylaws; and
(c) apply for charter membership in National HOSA. This organizational .
delegation began development of a constitution and elected Betty Jo
Phillips (Bowling Green High School) Interﬁ:'President and Kathy Riggs
(Elizabethtown VoTech School) Interim Secretary. Further development
and editing of the constitution wds completed in December, 1977. A con-
stitutional convention was planned for early 1978 but was delayed because
of school closings. -

On March 2, 1978, a delegétion of HOSA students and advisors, met
in Elizabethtown to ratify the KY-HOSA constitution. State officers
and advisors were elected. Application for charter membership in National

HOSA was made. Kentucky was presented théif charter during the First
P
National HOSA Convention held in Oklahoma City, Oklahoma, on April 27-30,
. 1
1978. Delegates from Kentucky were Betty Jo Phillips (President) and

Robin White (President-FElect).

The first Leadership Training Conference for KY-HOSA was held on
October 12-14, 1978, in Louisville. It provided (a) general orientation
to HOSA; (b) leadership traininé for local and state advisors and officers;
and (c) planned the first year's program of work.

The first State Conference for KY—HOSA“S held in March, 1979, at

v

the Executive West in isville. Students from local chapters partici-

2-4
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pate{ in the competitive events to determ%rg the representatives for
National Events. Officers for the next yeér were elected. '

At the second NaqionalIHOSA Convention éelegates from Kentucky were

: ¢ \

Robiﬂ\ahite and Brenda Bobinson. At this coﬁventipn, Kenﬁucky placed
(a) First in Job Application-Secondary Division (Carol Steward, Ohio Co..
AVEC); (b) Second in Informative Speaking-Secondary Division (Julie Brady,
.Marion Co. AVEC); (c¢) Third in Job Application-Post Secqndary Division

(Lou Irwin, Russell Co. AVEC) and (d) Third in the Poster Competition

(Melody Downar}d, Har‘on Co. AVEC). _

The second KY-HOSA Leadership Conference was held in Louisville on
Oéto£er 25~27, 1979. The agenda iHCludéd‘sessions designed to strengthen
student -leadership skills in the areas 9} (a) developing a better self-
concept; (b) fund raising;‘(c) increasing student knowledge of parliament-
ary procedures; and (d; exploring officers roles. .

The second State ConfeFence for KY-HOSA was held in Louisville on
March 10-12, 1980. Students participated in the Sta&g and National

Competitive Events and elected officers. At this conference, the state

eyeglass project was instituted with VOSH (Volunteer Optometric Services

»
1)

to Humanity).
At the Third National HOSA Convention-delegates from Kentucky were
Vickie Hénson and Glenna Beverly. At this convention, Kentucky placed

First in the Poster Contest-Secondary Division (Laura Beck, Harrison Co.

¢
.

AVEC).
The Third KY-HOSA Leadership Conference was held in Loujsaville gn

October 2-4, 1980. The state officer led work sessions to&rrain local

officers in leadership roles. Work sessions were also held to develop

rules for state contests.
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A The 1981 KY-HOSA State Convention was held in Louisville on March 12-14.

’

Competitive éVeqts were held and the winners represented Kentucky at the
‘T>Fational Coqferenée in Alb;;;erque, New Mexico.'
" At thé,Fourth National HO§A Coaventioﬁ in Albuq;erque, New Mexico,
Kentucky nominated a National Officer~gandiéagé. Glenna Beverly (Knox Co.
AVEC) was elected asterﬁ Area Vice President).
The 1981 KY-HOSA Leadership Trainigg Conferencg was held in
Louisville in October. Training sessions were_ conducted in competency

based education for HOSA Leadership Roles.

On March 18-20, 1982,34“3 KY—-HOSA State Conference was held in

M n

Louisville. Competitive events were held and the wingers will represent

Kentucky at the National HOSA Convention in Chicago.
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ORGANIZING A CHAPTER

-

!
/ L
’ For the new advisor, organizing a HOSA chapter may seem overwhelming,

«

/ ] .
(Those who jump in without a definite plan may find themselves going in

.g circles). There may be questions raised that you ‘are unprepared to

\| answer or you may be halfway.té a‘goal only to find you must back up

-

and redo part or pick up items which were omitted. By following certain

steps, you can assure the chapter a smooth beginning'and provide a solid

.

foundation for all future actiVi!ies. Refer to the Student Module, -~

<

ORGANIZING A CHAPTER for more information.

In October, KY-HOSA holds it Annual Leadership Conference at Louis- o

»
AN - -

~

ville. Prior to this meeting, a new chapter has numeérous activities that
mus{ be completed in order for the new ch;pter to participate.

Oné major problem is financing the trip. Most chapters have solveq
thié problem by having a major-fund raising event at the beginning of the
school year. ~Other chapters prefer to utilige funds left over by the
chapter of the}previousvyear. Each chapter must a}rapge to leave sufficient
funds for the next chapter to get started on.

Another problem is the need for the chapter to be completely organ-
ized and functionfng prior to the conference. Completing the necessary
student:mod;ies,.selecting officqrs, establishing committees, writing a
:ocal constitution and bylays, dgveloping a progrém of activities, and
becoming affiliated with the state are time consuming.

Most te&chers find that they need to h&ye a*meetiné weekly to cmﬁ/

plete all the necessary steps in time. Many suggest establishing Friday

as a regular HOSA meeting day. At the end of the week, the students are




3-2
-«

tired énd impatient for t};e weekend to begin. HOSA act#¢ities provide a ‘
. change-of-pace from the classroom. In the more casual, less strﬁctured ‘
atmosphere, students make tHe rules and ;ore movement is permitted.
Students may work on their modules independently or in small grougg.l.“ e s
Students may aiso work on their modules during any’ free time they may
have. Meebings;say be reduced to bi-monthly or even monthly once the
organizational process is completed: Hower7, a minimum of once a month

is suggested to keep the students motivated,

Procedures for Organizing

‘The week prior to the first meeting:
1. put up posters, brochures, etc., two or three days in advance
of meeting;
2. post date and time of meeting (A.M. & P.M. groups of all students);‘
3. invite former chapter members or officers, if any, to explain ‘
what the-chapter is all about (if school has never had a chapter,
Snvite off?cers from another chapter in your region. Don't hit
the student body c;ld);
Kﬁ. set up a room for chapter meeting using‘flag, banner, emblem3
) ’ and ‘other chapter equipment (borrow this if your school doesn't )
v x
have any). . //
_First Organizational Meeting:
) 1. appoint a temporary chairperson (student) to conduct meeting, 5
and a temperary secretary to keep minutes (chairperson calls

‘the meeting to order and introduces the speaker(s) to talk

about HOSA);




Second Organizatioﬁal Meet'ing:

1.

v

2.

Third Organizational Meeting:

1.

cactivities, recreatidn, and fellowshlip);

teacher explains that HOSA is a studen aniZation and

teacher is an advisor only, stress that chapter is both .
work and fun,‘hiscuss relationship to curriculum;

vote to have a chapter;

presiding chairperson appoints membership committee to
adverfise the chapter; p

(
discuss dues (state and national dues are set - discuss local jj%;

dues). (This is enough for the first meeting).

presiding Chairperson calls the meeting to order, calls for
‘reading of the minutesg introduces teacher/advisor; .
the advisor explains the student modules, and talks about
organizational s;ructure‘

(a) histdsry of‘HOSA,

(b) how it operates,

R

(¢c) purposes,

(d) presentation of Emblem, Creed, Pledge, and Motto and

their significance; .

e

collect dues;

.

the class as a whole works on Student Modules, LEARNING ABOUT

s

HOSA, and BECOMING AN EFFECTIVE MEMBER.

¥
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presiding chalrperson calls meeting to order, calls for the

reading of the minutes, and committee reports;



2. chairperson appoints Constitution Committee (temporary) to-
review the National and State Constitution and bylaws
(advisor works with this committee to explain sections -

see"section on developing the constitution and bylaws);

3. students work on Student Modules, USING PARLIAMENTARY
PROCEDURES :

4. discuss and role-play parliamentary procedures.
\
[ - 4

Fourth 6rganizational Meeting:
1. presiding chairperson calls meeting to order, calls for
s the réading of the minutes, and gets committee reports, etc.;
2. advisor talks about officer selection and how to run an office
campaign. ‘Discuss application for officey candidates. (See

Appendix fog application form and campaign rules.) Explain

that all/sfficer candidates must successfully complete Student -

Module, DEFINING STUDENT LEADERSHfP ROLES AND RESPONSIBILITIES

and the OFFICER SECTIQNS peéore meeting with nomination committee.
3. appoint nomination committee for officer candidates testing

"and scfeening. (See appendix for Officer Screening test and

&

Student Module, LEARNING ABOUT COMMITTEES.) Report back at

next meeting;

4. work on Student Module, DEFINING STUDENT LEADERSHIP ROLES

AND RESPONSIBILITIES.

Fifth Organizational Meeting:

1. presiding Chairperson calls meeting to order calls for reading

of the minutes, and calls on committees to report;

27




2. constitution committee begins to draw up local constitution

and bylaws to be presented at first regular chapter meeting;

3. nomination committee announces candidates who have applied

and qualified for candidacy and sets up interviews; .

§

4. Dbegin work on Student Module, LEARNING ABOUT COMMITTEES;

5. officer candidates begin work on campaign speeches.

&

Officer Campaigﬁ\Meeting (set date):
N 1. temporary chairperson conducts the meeting and calls on.sgch
candidate to make campaign -.speech;_
»

2. adjourn and run campaign for about one week (put up campaign

)

posters, etc.). v

Officer Election Meeting:
. . ' ' 1. temporary Chairperson calls meeting to order, and calls for

\
report from nomination committee;

2. vote on candidates (take secret ballot or dismiss nomineég

from room during voting); *
. 3. newly elected president takes over thg‘meeting,appoints

working committees (committees meet and select chairpersén

and secreiary). 1

-

(a) Membership Committee to make membership drives and
collect .dues, etc.. (Permanent committee);
- (b) Prograﬁ Committee (permanent)’to begin to make a list
'6f activities, month by month, to be discussed and voted
on at.the.next meeting (all committees should complete “

-

’
the module, DEVELOPING THE ANNUAL PROGRAM OF ACTIVITIES,

5

. as part of this project); ’




(¢) Budget Committee (permanent), this is the planning N .
committee for determining chapter costs and funds needed .
to carry out program pléﬁs for the year (the treasdrer f
is automatically appointed chairperson of this committee); .
(d) hold discussion of other standing committees needed to ‘Y
suit the needs of your chapter, and appoint members to
these committees. (gglg.'fit is important to involve

U all members in some committee work). Refer to Student

Module, LEARNING ABOUT COMMITTEES, for a list of possible..

committees; |
(e) appoint a Hospitality Committee (can be temporary or

permanent depending on the needs of your chapter) to

make arrangements for and conduct the opening and closing

x . ceremonies, and the installation ceremony at the next

meeting. \\ ' ]

First Regular Chapter Meeting - All officers presiding. (See Appendix
for suggested seating plans):
1. ‘go through oéening ceremony (See section on Conducting Meetings
for 'sample ceremonies). Each officer's part should be
memorized before the meeting;
2. hold Officer's Installation Ceremony;
3. call for committee reports;
éa) Membership Committee for 1i8t of members and dues collected;

(b) Constitution Committee. Drafted constitution and bylaws

should be read and adopted or sent back to committee for
/ .
any changes needed;

<)




report from Program Planning Cofmittee (suggested program

h . of activities presented and discussed. This should be

& adopted or referred back to committee for changes);

{ ' (d) report from Budgef Committqe (this report should show

| .
the amount of money needed to carry out the planned
program of activities and report on money collected from
éues and fund raising activities); ”

(e) secretary should be assigned the duties qf obtaining the

Y State Charter and affiliation with National HOSA, (See

Appendix and Student Module, ORGANIZING A CHAPTER, for

forms and instructions). Also order materials which

are available” to chapters; club certificate, banner,
. %

flags, membership cards, emblems, pins, Secretary-

I
-

. Treasurer notebooks, etc. .
Note:, All future meetings should be well planned in advance of
. the meeting date. Plan an agenda to keep you on course

and post two or three days before meetings. (See the

Student Module, DEFINING STUDENT LEADERSHIP ROLES AND

RESPONSIBILITIES, for steps in developing an agenda). AN
. ¢ '






MEMBERSHIP AND LEADERSHIP

Groups are important to people. Since the beginning of time, people

have wanted to gather together. There are four basic reasons fop this ——

urge to merge:

1.

<

Security. Most of us feel the need for acceptance, stability,.
and a secure position in the social order. lBeing identified
as a member of a recognized group helps fill this need;

-

New Experiggce. Groups offer the individual chanceb for new

contacts, new friends, and new responsibilities. In addition,
they offer a medium for exchanging ideas, playing new roles,

and developing skfIls;

Recognition.” Everyone enjoys prestige, influence, and attentiont
Often we refuse to admit even to ourselves how importaht this
motivation is;

Response. This is the feeling of pleasure-we get from sﬁaring
with other people and feeling that our ideas are accepted§‘ We
all occasionally need people to turn to aﬁd to tell our

troubles. Most of us obtain satisfaction from talking with

others and feeling we are needed. A

A strong chapter will almost always promote itself. When members

are enthusiastic and involved in an active program, and the foré\Qentioned

-

needs are bking met, they '"sell'" the chapter to others. However, there

are ways the advisor and students can aid; in the promotion of HOSA.

4 .

The advisor can plan an important role in promoting membership.

Some of the ways the advisor can promote membership are to:

1.

2.

'

be flexible in structure and dues collection;

have meaningful activities;

4-1
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3. make chapter work synonymous with class curriculuim and job
requirements; .

4, be positive and enthusiastic;

- - -----5, recognize the-chapter -as a successful and proven teaching o

tool;

6. maintain a good balance of social and learning activities;

7. recognize those members who contribute and work hard. -

(See section on Meetings and Ceremonies in this handbook.)
Students also play a very important part in promoting membership.

It is by their word~of-mouth praise that most of the chapter publicity

comes. Students can promote membership by: -

1. having senior members or out-going members sponsor an -
activity for potential members (e.g., a picnic or pizza
party);

2. «eaking tape or slide presentations to show other C1a§iﬁs -
kids selling kids;

3. making presentations in Career Education classes at the 7th,
8th, 9th, and 10th grade levels. :

4, planning o;i%ntation activities for parents of potential
members to be presented at the Parent-Teachers organization
at your school (PTA, PTO, PTSO);

5. using the Big Brother - Big Sister concept. Assign a
one~on-one senior to mew or potential members to answer h

\questions;
6. utilizing school or community displays, posters, etc.;

7 publicizing awards and cognition through assemblies, the
school paper, etc.

A group needs to work together in order to accomplish anything. A
. good group needs communication, mediation to be able to work out conflicts
to the satisfaction of all concerned, and competition between groups-not

within groups.




Sometimes problems can arise‘that cause the group to falter or no

longer work towards a common goal.‘ Listed below are several problems that
are common to groups, andisome suggested solutions:
1. Lack of member participation.
2. Maintaining satisfactory membership (too small, high drop out rate, ’
can't attract new members). ‘
3. Members not interested (good attendance at social functions only,
joined for wrong reasons).

4, Solutions:

a. involve all members in setting group objectives, planning

b. challenge them on the responsibilities of carrying out the

programs, suggesting speakers, etc.; &> 'I
program of work;

c. give recoghition for any contributions (Richardson, et al.,
pp. 9-344). .

Being a Good Member

In past sections we have talked about student leaders and their role

in the chapter. However, leaders cannot lead unless they have someone to

follow them. .

All too often, advisors stress only leadership skills. At the entry
level positions for which the students are preparing, they will not be
leaders (supervisors). They will have fo take orders and follow directions.
Thus, it is important that they learn the importance of teamwork.

Followership skills can be developed. The advisor needs to stress how
imporE?nt each membef‘is in the overall operation of the chapter. Each

member has a role to perform. Every time a member voices an opinion or

takes part in a vote, they are exercising their role and developing skills



.

needed to be a good follower as well as a good employee. See Student

Module, BECOMING AN EFFECTIVE MEMBER, for further information.

If you had to select one ingredient for success whether it be in
education, career, or personal life in general, it would be attitude.
If you give your students only one thing, make it a good attitude.

Communication

This part provides you with basic information concerning communi-
cation skills. We all need to communlcate. Communicating well takes
skill as well as practice.

Speaking is one type of communication. Writing is a seéond form
of communication. There is also another category of communication -
non-verb;i communication. This involves such things as facial expression,
gestures, and other bodily movements.

Listening is also important for,communication. Communication is a
two-way street with a sender and a receiver. Just as in football, if
one of these individuals fails at his/her job, the 'pass" is incomplete
and communication breaks down. To prevent this breakdowﬁ, it is
necessary to practice listening skills as well as speaking skills. :For
.communication to be effective, the person you are communicating with
must receive and understand your message. The success of communication
depends both on the skills ;E the person making the communication and
on the person receivin% the communication.

In communicating with others, you should always show respect and
consideration. Everyone is entitled to their own opinion. You do not
necessarily have to agree with someone else's views in order to respect
that person. You should also try to discuss things that are of interest

to both of you, rather than interests that are solely yours. As stated




before, listening is another necessity for good communication. Letting
your mind wander during a conversation should be avoided. To improve
listening skills, follow these guidelines:
1. look at the person who is speaking;
2. acknowledge that you are listening by nodding your head
or occasionally interjecting an "I agree" or ''that's true',
etc.;
3. keep alert to what it is that person is saying;
\s 4, ask questions;
5. try to reflect on what the person has said by summarizing
and putting what they've said into your own words;
6. be sincerely interested in what the other person is talking
=
about.
The above is a 1list of common courtesies, but they take practice.

However, they're worth the effort. After all, we all expect others to

listen to us —-- shouldn't we extend the same courtesy?

It 4is also important to realize how we 'come across'" in our nonverbal”

expressions. Our body language tells those around us much of what we
feel or think about what they are saying.

In communicating with ot;;rs,‘it is necessary to provide feedback
to them as weli as tg‘seek feedback from them for yourself. Criticism
should be accepted Qillingly and.ﬁith a-positive attitude. Criticism
should be constructive and‘handled tactfully. Criticism should also

be delivered in the same manner -— as a way of helping the person or

group to improve (Richardson, et al., 1976, pp. 2 & 3).

- \







CONSTITUTION AND BYLAWS

The state advisor will send a packet’of materials containing the
information you will need to write the local Constitution énd'Bylaws.
This information packet can be found in the g?source Room at your school.
If this packet is not available at your school, please notify the state
advisor. , -

., Since it is quite time consuming and sometimes codnter—productive
to involve all students in arriving at Bylaws, have a committee of
interested students (members of the planning group) study, the needs and
do the writing. During the%r deliberations you should work with them in
o’égr to maintain their inhterest and to insure satisfactory results.

To do this you should: .

1. distribute copiesglf the suggested Comstitution and Bylaws;

2.. schedule a few minutes of class time 'to get student's
reactions;

3. monitor the committee eEforts so that the Constitution and
Bylaws are (a) reasonable, (b) in keeping with state and
national constitutions, (c¢) not contrary to school policy,
and (d) acceptable to the students;

4, you will notice thag the constipution deals with fundamental
laws a;h principles that serve for a long\period of time.

They can be ch;nged or additions can be made by following the
étrfﬁgent regulations prescribed by the constitution. In
contrast, the bylaws are more easily changed and are designed

to guide the operational procedurgs. For the local chapter,

- consideration should be given to areas such as: ‘




(a) duties of officers,
. (b) procedure for electing officers, . ’
(c) responsibi}iﬁies and committees,
(d) meeting schedule, ~
(e) financing of chapter activities,
(f) responsibilities of members;
5. when these things have_.been accomplished, meet with the school
administrator and seek approval;

6. after this has been granted, the final version should be

.
»

presented at the organizational meeting and accepted by a
v;ting majority of the students; i
7. place a final draft of bylaws (along with collected state
and national dues, membership roster, and names of elected
officers and local advisor) with the state advisor at HPSO
Unit in Frankfort;
8. when the certificate of the Charter has been received from
the state advisor; ~
(a) acquaint yourself with the rights, responsibilities,,
and privileges of members, ‘
(b) inform students of their reporting responsibilities to
the state and national associationm,
(¢) plan a special get together for the occasion,
(d) have the Charter framed and display it in a promineht
place. .

(Refer to the Appendix for an example of a constitution and bylaws

which you may refer to in developing your local conmstitution. Another

) excellent source of assistance is Robert's Rules of Order, Revised Editionm, '

/ | .

o
)
\
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under the section ‘entitled "Bylaws" and subsection ''Sample Bylaws."

Robert's Rules of Order also has several sections on the organization

and deve];oy\ent of a new association.)

&
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“PARLIAMENTARY PROCEDURE
-— v

In discussing parliamentary procedur; and its relation to democraéy,
it is important that‘Qe thorougﬁly understand why parliamentary rules
were developed. We should also know the value of such rule; to an
organization, to the leaders in charge, and~to the individual members.
Such knowledge Qould be educational to all concerned. It wouid also‘
contribute to the wholesome development of democratic group action and
the leadership ability within the organization. -

Parliamentary procedure (law) providgs for free and opén discussion.
It also implieé that a group can control and restrain its members when-
ever such action contributes to the generalcwelfare of the group. Funda-
mentally, parliamentary procedure is 'designed to accomplish four .
principles:

1. Jjustice and courtesy to all;

2. handle one ghing at a time4

3. the will of the majority prevails;

4. the rights of the minority are protected.‘

The burden falls on the presiding officer!

Motions

A motion is a proposal by one member that the asseibly take a certgin
action. There are several different kinds of motions, and each one falls
into a certain class with certain rank, in some cases. There are three
of motions; Main, Subsidf:%y, and Priviléged; which have a certain rank.

A fourth class of motions, Incidental, do not have any established rank,

but take their rank out of the particular situatioﬁ in which they are

moved. These motions, and the rank into which they fall, are shown on
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the ghart at the end of this section. Refer to Student Module, USING

PARLIAMENTARY PROCEDURE for more information on motions.

Parliamentary Procedure in Action

The presiding officer should:i
| 1. open the meeting by striking the gavel once, standing quietly
until the attention of the group is obtained....then sa§;
"The meeting will come to order.”;

2. refer to him/herself as the "Chair" when presiding;

3. 1insist on a motion and a second before allowing discussion;

4. alloQ only one main motion before the assembly before taking
up action;

5. ‘repeat the motion before calling for the vote;

6. always announce the results of the vote;

7. state: "The treasurer's report wiil be placed on file,
subjeet to audit." (Only the auditing committee report
requires a vote.)

Members should:

1. stand and secure recognition befori'stating the motion;

2. address all remarks through the Chair;

3. say "I move" (rather than "I make a motion" and "I offer
an amendment”) ;

4. second motions requiring a secoqd without making the Chair
ask for it; "

5 > 4

5. make all motions concise and complete;

» .
6. limit remarks to. question under discussion; ~
7. move the previous question to stop debate...do not shout

"Question" (this only calls for a vote).
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. New Business .

1. business is brought before the assembly either by a motionm,

by a member or by presentation of a communication. It may

arise under committee reports or when the chairperson calls

.
.
1

. for new business; .

- [

2. a main motion is one that is made to bring any subject before
the agsembly;

3. before a motion can be made, it is necessary for the member
to do two things:

a. rise and address the presiding officer;

! \
b. receive recognition from the presiding officer.

For more details regarding parliamentary procedures, see the Student

Module, USING PARLIAMENTARY PROCEDURE, or Roberts Rules of Order, revised

. Edition.

.
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Chart on Parliamentary Motions

Requires May Be May Be Required May Be Re-
Second Amended Debated Vote considered

.Privileged Motions (1)

1. Fix Time on Meeting Yes’ Yes (3) 1/2(4) No (9)

. Adjourn Yes No No 1/2 No (9)

3. Recess Yes Yes (3) 1/2 No (9)

;. Question of Privilege No No No ch (5) Yes

5. Orders of the Day No No No Ch-1/3 No

Subsidiary Motions I

1. Lay on Table Yes (: No No 1/2 No

2. Previous Question Yes — No No 2/3(6) Yes

3. Limit Debate Yes Yes No 2/3 Yes

4. Postpone to a Certain Yes Yes Yes 1/2 Yes
Time

5. Refer to Committee Yes Yes Yes 1/2 Yes

6. Amend Yes Yes (N 1/2 Yes

7. Postpone Indefinitely Yes No Yes 1/2 Yes

Main Motions (2)

1. Main Motion for Yes Yes Yes 1/2 Yes
General Business*

D. Take from the Table Yes Yes Yes 1/2 Yes

3. Reconsider Yes No (N 1/2 No

. Rescind Yes Yes Yes 1/2(8) Yes

5. Make a Special Order No No No 2/3 -——-
of Business

Incidental Motions ‘

1. Suspend Rules Yes No No 2/3 No

P. Withdraw a Motion No No No 1/2 Yes

B, Object to Consideration No No No 2/3 Yes

. Point of Order No No No Ch(5) No

h. Appeal from Decision Yes No No 1/2 Yes
of the Chair

b, Division No No No —— —

7. Roll Call Yes No No 1/2 , —

Note: Privileged are all

those above and including 'Main Motion' (see*) in
order of precedence. '

Notes:
1. in order of precedence;
2. no order of precedence;

3. original motion not
debatable, amendment
debatable;

4. 1/2 means one more than
half of total voting
(a majority);

5. requires only the Chair's
decision, majority vote
required if appealed from
Chair; ‘

6. 2/3 means two-thirds of
total votings

7. debatable only when
motion to which applies
is debatable;

8. 2/3 without notice or
majority of entire group,
if notice, majority of
those present;

9. no, but if defeated can
be presented again after
reasonable time.

%-9
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‘ Parliamentary Procedure: What Do I Want To Do?
If 1 want to: I should:
1. Obtain the Floor. . . . . . . . Rise and Address the Chair
2. Introduce Business. . . . . . . Make Main Motion
-
3. Reject a Question . . . . . . . Postpone Indefinitely,
. Object to Its Considerationm,
Table (Suppresses Temporarily).
b %
4, Modify or Change. . . . . . . . Amend
5. Let a Few Study a Matter. . . . Refer to a Committee
6. Defer Action. . « « « «+ . . . . Postpone to a Definite Time,
Make a SEecial Order, Table,
Reconsider and Enter in the
minutes.
7. TFix a Time to Attend to .
a Matter. « « « « « « « « +« + o Postpone to a Definite Time,

Make a General or Special Order.

87—Regulate Privileges or Debate . Move the Previous Question,

‘ Modify Debate

9. Suppress the Question . . . . . Object to Consideration, -~ :1
Postpone Indefinitely ‘

10. Reverse the Decision of the
Chair . + + + + ¢« « + « « « . . Appeal

.11. Do Something Contrary to the *
Rules + v + + « « ¢« + « + « « « Suspend the Rules

12. Take up Established brders. .« « Call for Orders of the Day

[y

13. Do Something Contrary to
Bylaws. . « + « « ¢« « + « « « » Change the Bylaws

14. Correct Improper Procedure. . . Rise to a Point of Order

15. Make a Request. . . . . . . . . Rise to a Question of Privilege, .
Rise to a Parliamentary Inquiry,
% Rise to a Point of Information
16. Determine the Correctness ‘ <,

of an Announced Vote. . . . . . Call for a Division of the Assembly, )
Move to have the Votes Counted .







CHAPTER MEETINGS

A club or organization isidepeqdent upon a group of peoplg working
togeth;r to reach a decision or take some action. Parliamengary
procedure is the set of rules and procedures used to help groups work
co-operatively together and protect the rights of all members of the

. group.

According to Harold R. Brinkley (1978), parliamentary law or
parliamentary procedure is based upon a democratic philosophy. It
recognizes the worth of the individual, provides for free expression
of ideas, and recognizes the will of the majority in regulating the
affairs of the group, those affected -~ the organization. It also
implies that well-informed members are more capable of making sound

/ decisions than are uninformed members.
" The need for an orderly and efficient procedure in conducting
meetings becomes apparent when people are interested in group action
to provide for the general welfare. As our country developed a
philosophy of democratic action, the need for group participation

¢

became more urgent. You have heard of "democracy," "
: y

a democratic

form of government," and "democratic action."

If you were asked to
give your impression of these terms, whft would your answer be?
Different opinions have led to different philosophies of group actioqn
Never before in our country has there been sﬁc£ neea foribeople
to cooperate in a democratic maﬁner. From a so;ial and economic
standpoint people must combine their efforts in order to live most

advantageously in a democratic society. For people to combine their

efforts in a cooperative movement, there must be a system whereby they

7-1
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can arrive at democratic decisions. Parligmentary procedure offers a
way of arriving at group decisions in an orderly and democratic manner.

Many individuals have the idea that parliamentary procedure is too
difficult and complicated to master. Others have the idea that parlia-
mentary procedure is a way of '"railroading' certain items of business.
Still others think that parliamentary procedure is a "formality" to go
through. These ideas are "off base'. Where such ideas exist, there
can be no true democratic action of the group.

Order of Business

1. Call to Order
The president stands and calls the meeting to order at the
designated time. EL
One tap of the gavel. The president says:
"The meeting will please come to order."
Waits for perfect order, and ascertains if a quorum is present.
¢ 2. Reading and Approval of Minutes
The president says; "The secretary will read the minutes of
the preceding meeting.'
- The secretary stands and readé the minutes.

The president calls for corrections to the minutes; "Are there

\ any corrections?" Waits for corrections then says: "There
being none, the minutes stand approbved as read." Or if
corrections have been made: "If there are no further corrections,

the minutes stand approved as corrected.”

1y,
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Statement of Treasurer

The president c;lls for é ;eport from the treasurer. The
Treasurer stands and rea&g,the report. The president says:
&Kre there any questions? This report was read for your

information and will be placed on file." No action is

taken on the unaudited report of the treasurer.
Correspondence ;

Bills--action is taken on their payment.

Reading of communicationg by secretafy—~any action'that may
az}se’from Fhe reading is deferred until unfinished or new
business 1s taken up.

Reports and Their DiSpgsal

a. Executive Committee

b. Standing Committee y

c. Special Committees:

i. reports which contain only facts, opinions, or a
report of work done require no action;

2. if a report contains recommendations or resolutions,
action must be taken. They should be put at the end
of the report, and the reporting member should move
that they be adopted. If there is more than o;;,
action should be taken on each recommendation
separately; '

3. no action is taken on accepting the report of the

nominating committee. '

(A
-
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6. Unfinished Business

The presiding officer has a record of the unfinished business

on the agenda and presents it for consideration and action.
~~ It includes:
a. business postponed from the previous meetiqﬁ;
b. business on which action was not completed at the
. ’
previous meeting.
7. New Business Py ,

New business is introduced by a motion or by a resolution. ~

Refer to Student Module, USING PARLIAMENTARY PROCEDURE for the

procedﬁreé of introdpcing‘business.
8. .Announcements
Announce next meeting and other important activities.
9. Program
President, or Program Chairperson, introduces the program.
A

President thanks participants at conclusion of programe

10. Adjournment

AN
a. By motion
b. By general consent: "If there is not further business and
no objection, we shall adjourn ~- There being none, the
meeting is adjourned."
Agenda for a One Hour Business Méetiqg ‘ ’

3 minutes 1. Opening
a. call to order
b. invocation and opening ceremony |

(If a meal is to be served, throughout the time the food is

being served and the members are enjoying the meal, the,followiqg

can be done.)

t.v
Do
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25 minutes 2. Reports

-a.' introductions of guests
* b. minutes of previous meeting

c.' treasurer's report
d. correspondence read
e. committee reports LI

25 minutes 3. Business Meeting
a. old business
b. new business

7 minutes . 4. Closing
a. announcements

" . b. thank you -
2 e. closing ceremony

d. adjournment

HYSA- CEREMONIES

The various ceremoniee‘by HOSA are de;igned to impress the members
with the importance of chapter goale and activigies, and with fhe
responsibilitiescassociated with membership. A dignified, essive
ceremony can communicate to all members “the significance of their

organizaeion, andntne“fact.that each member is expected ;o develop

I

’ hie/hér full potential.\-Currently KY-HOSA has not adopted any official ~.

ceremonies. The following are examples of the seVe;gl types pf ceremonies

you might need in organizing the local chaptar. o ‘

L4

Yoq may wish to use

these sample ceremonies or write your?own. Lo .

»
¥

NOTE: As soon as state endfnational'ﬁosn has adopted official cere- ' ‘ﬁﬁl

monies, copies will be sent to the advisors for placeément in the Advisor's

Manual.
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SAMPLE

-OPENING CEREMONY’ : C_/
. )

~ .

When the time set for the opéning of the meeting arrives, the

President after quietly arranging for necessary of ficer substitutions /

¢

rises, raps for attention, secures order, and proceeds as indicated bel#w.

PRESIDENT: '"This meeting of the ‘ ] Chapter of the
Kentucky Health Occupations Students of America will come to order.
Mr./Madame Vice President, are all of the officers present?"

VICE PRESIDENT: Yes. ,

K}

PRESIDENT: "Officers and members, what does the symbol of HOSA represent?"
(All stand at 3 taps of the gavel.)

ALL MEMBERS IN UNISON: '"The circle represents the continuity of health

care. The triangle illustrates the, three aspects of well-being in human
kind: social, physical, and mental. The hands signify the caring and
active HOSA members.'" (All are seated at 1 tap of the gayel.) .
N 4
PRESIDENT: "The secretary will now call the roll of members."

SECRETARY: 'Mr./Madame President, there aré¢ ) ' members_gnd

=

guests present.' - -
_ - ~
PRESIDENT: '"Thank you Mr./Madame Secretary. HOSA members, why are we

here?" (All members stand at 3 taps of the favel.) -

ALL MEMBERS IN UNISON: ™"To develop physical, mental, and social well-

* ¢

being. To practice good citizenship, promote leadership, and through
ethical practices learn to dg‘and to respect the dignity‘of good work,
~ To promote inter-organizationgl relationships with professional groups
and other student organizations. To recognize individual achievement.

And to promote involvement in health care issues.' (HOSA Creed may be

recited here.) -

(4 . ~ e

.




¢

‘ “ |
. ‘ PRESIDENT: '"We will now.repeat the Pledge of Allegiance." (Pledge to }
a i
the Flag is spoken, all seated at 1 tap of the gavel.)

PRESIDENT: "With our purposes clearly in mind, I now decTare this '

. " meeting of 5he > " Chapter of Kentucky Health
: T ‘ Occupations Studentg of America duly open for conducting business.
¢ ) ’ ’
- Mr./Madame Secretary, would you réad the minutes of the last meeting. 4

<

;
i

. (Proceed with the regular order of business.)
Tov7

SAMPLE
CLOSING CEREMONY

- .

PRESIDENT: ''Mr./Madame Secretary, what is the next item of business?"
SECRETARY: "I have none, Mr./Madame President."

C : PRESIDENT: '"Does any member know of any new or unfinished business to

be brought before the chapter’'at this time?" (If no answer proceed as
Id n M -

o - o
) follows.) -
.‘ PRESIDENT: ''We are about to adjourn this meeting of  the
Ghap;ér of Kentucky Health Occupation Students of America. May our .ot

lives always be filled with service to others, and may we keep the motto
of HOSA firmly planted in our minds. "The handg of HOSA mold the health-
of tommorrow." T now declare this meeting adjourned.” (Meeting is

' ’
adjourned with 1 tap of tge gavel.)

‘ s SAMPLE

. OFFICER INSTALLATION i

’ , - .
, The officer installation ceremony should help the new officer

v develop a sense of shared purpose with his/her fellow officers and the

members ‘at large, and the realization khat they will be working together

B
-
'

» . . -
&

~ . N . I

[
’




to improve life for themselves and others. Be sure the chapter officer

installation cBremony is significant. Work with the individuals who

will take part in the actual ceremony to ensure that they are prepared
to conduct an impressive ceremony (Hamilton, et al., 1977, pp. 8:10)i

It is recommended that an installation team (éither the outgoing -
president, president from ;nother chapter, or an advisor) install the
new officers. The newly elected officers are placed in front of their
stations. The installation officer stands behind the rostrum. The
installation officer has a lit candle — new officers have uniit candles.
All participants should have their parts memorized.

L3

INSTALLATION OFFICER: "I consider it an honor to meet with this assembly

and officially install the officers you have chosen to serve you this
coming year. I know you have faith in each one of them or they would
not have been elected. In order for these officers to help this chapter
progress, there must be enthusiasm and cooperation exercised by every
member present. Will the assembly please rise and repeat the Pledge to
the Flag." (Pledge is said and assembly is seated. New officers remain

£ © ’
—.

F Y

standing.)

INSTALLATION OFFICER: "Will the newly elected officers repeat the symbols

and duties of their offices, beginning with the president." (Proceeding
in order from president to parliamentarian, the new officers stateAGheir

of fice symbols and duties.)

INSTALLATION OFFICER: '"Does each officer pledge to lead this organization

forward to the best of his/her ability?" : : .

OFFICERS, IN UNISON: "We do." (Installation officer leaves rostrum and

lights the new officers candles. Returns to the rostrum. )

‘




L )

.

INSTALLATION OFFICER: "Will the assembly please rise?

.

The newly
\

(Creed

°
.

% . ‘ i
installed officers will lead us as we repeat the HOSA creed.'’”

v

s

is spokep.)' 1o,

v

INSTALLATION OFFICER: VI now declare these officers officially installed

and responsible for performing the duties of their offices. This meeting

+

is adjourned." .

Recognition and Awards

Skill and excellence are recognized and encouraged in American

society. Recognition’ events are opportunities for members to gain a sense

A3
Awards generate student

[y

motivation and interest; they help students develop pride in themselves.

of accbmplishment and self confidence.

Reeognitlon of each member's progress toward his/her own\goals

Strategies for effecting'this reinforcement

'3 . v

may varyﬁbut assuring recognition for individual success, large or

should. come from peers.

small, is important to the organization's purposes. Examples of awards

(b) ghoulder patches or pins

bearing the HOSA logo, or (c) small trophies or ribbons. .

might*inqlude:f (a) certificates of merit,

A recor¢ of HOSA activities, highlighting the major events, is

traditionally the responsibility of the Historian. Outstanding

r

"achievements of individuals and teams should be recorded and displayed

s

in the ‘Chapter Scrapbook.

7
Ribbons, certificates, and medallions make  ideal awards because

.

they can be duplicated and ‘preserved in the scrapbook. Photographs .
’ . ’ °

of the ocpasion and the student with their awards might be included.

‘' (FA HOSA, p. 28).

[y
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»

It is important to give all participators certificates of
.- 4
participation. This aids in promoting active contestants and continued
’

success in contests.

Banquets \\/.
"
\\ Banquets are often an excellent way to formally recognize the

a

%eople who have made community involvement possible. Formal gecognition
should be given those persons and institutions who provide support and
assistance in implementing the program of activities. Teachers, special
speakers, parents, etc., may also be honored in this way. Student
certificates or other momentos may be presented. (

Publicizing Recognition Events

‘Publicizing recognition events is excellent PR for the chapter.
!/,,» Utilize the school or lqcal newspaper, radio, etc. to advertise the
. event. School '"Honor Day” may be an excellent way to get outstanding
chapter members recognize@. Refer to Student Module, USING PUBLIC

RELATIONS STRATEGIES, and the Public Relations section of this handbook,

for information.

Award C8remonies \

L]

Ceremonies are utilized to highlight special events. What ¢buld
be more special than the student's achievement of excellence?
Currently, national HOSA does not have an official awards ceremony.

You may wish to assign the task of writing a local awards ceremony to

\

a special committee. . .

!

9911
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' PROGRAM OF ACTIVITIES

The local program of activities or projects should provide an opportunity
for individual and group development. However, when selecting activities, -
consideration should be given to the value that activity will have for each
member. The chapter program of activities must lend itself to the needs of
each member.

The chapter activities or projects should provide an opportunity for:

1. the development of a spirit of cooperation;

2. an understanding of the role and value of competition;

3. identification and recognition ofj::cial values;

4. the development of communication skills, written and oral;

5. individual development and recognition;

6. a realization of the role and the responsibilities of leadership.

What is a Program of Activities?

A‘

The program of activities is the local HOSA chapter's written, planned,
and approved program of‘action; what the local members plan to accomplish
- during the current school year. A program of activities is made up of
projects planned by the chapter's standing committees. The local program
of activities is a planned, list of projects that the members have discussed,

~

agreed upon, and plan to complete. The program of activities should include
only those activities that relate to the aims and objectives of HOSA and

supplement the local health occupations education course of study.

A HOSA activity is a project that is selected, planned, carried out,

and evaluated by local committees made up of local HOSA members. Once the
local committees have developed a list of projects and obtained agreement

‘ and a commitment from the members, the local program of activities emerges.

9
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+ The purpose of a local program of activities is to provide involvement
of all mmembers in carrying out the‘work of their chapter, and to assist.the
teacher/advisor in providing instruction that contribu:es to the development
of the individual student and health occupations education in the local
community. Also, a program of activities can provide motivation to the
gtudents th}ough participation in various activities. A program of activ-
ities emphasizes the need for student excellence in classroom work day by
day.

Developing Goals and Objectives

Every day we f?rmulate numerous goals for ourselves. These goals tend
to vary in terms of their importance and the amount of time we spend thinking
about them. For example, your career goals are probably more important to
you than your goals for enjoying the next weekend. You will undoubtedly

J

spend more thought in deciding your career than in deciding your plans for

the weekend. Refer to Student Module, PROGRAM OF ACTIVITIES for more inform-

ation on setting goals.

Presenting and Clarifying Goals

Mager (1972) has written an interesting and informal book én goal
analysis. He suggests ways to clarify what we mean by our abstract (or
"fuzzy") goals. Step 1 of a goal analysis is to writing down the goal. By
writing dow the goal we have accomplished step one of the goal analysis.
Step 2 of the analysis is to describe what someone would have to do to
achieve the goal. A list of such behaviorg or performance should be made.
Finally, Step 3 basically involves selecting from this list those behaviors
that are essential for achieving the goal.

Your group can clarify your goals by using these three steps. Next

time one of your members suggest a project or group goal, try applying

6.
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these three steps to clarify the group project or goal. If you do so,
your group will have a clearer understanding of the goal.

Developing Objectives

The group agrees on a very worthwhile goal, but no one in the group
seems to know how to go about acieving the goal. One way is to develop

objectives for the project.

We will define an objective as a statement that specifies the Actors,,

Behaviors, the Conditions, and the Degree needed to achieve a goal.  You
might call this definition the ABCD approach to objectiyes. Your group
will find that you can specify your goal in much clearer terms if you use
the AﬁCD objective approach. By writing several objectives for your goal,
yo;r group will find developing group goals to be an easier task.

Once the group has formulated a goal, steps must be taken to maintain
the standards of wérk needed to successfully attain the goal. This re-
quires excellent teamwork. The group 1eader(;) perform a vital function
at this point because it is their responsibility to coordinate tge tasks
that subgroups, com@ittees, or individuals arewyorking on.

-

Motivating the Group

The leader(s), as well as individual members, can help motivate a
group to actively pursue its goals. Motivation is not something that can
be developed by a set of rules. Motivation is the positive attitude that
help motivate the group by complimenting or praising (or showing appreci-
ation in some other way) individuals for work they are doing. Of course
if each group member displays a positive attitude toward the group activ-

ity, then the motivation of the group will surely'be at a high point.

>N
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Developing Short-Term and Long Term Plans

Developing a time plan involves three steps: (a) identifying tasks ‘
that need to be accomplished, (b) organizing these tasks sequentially in
the ordér that they should be accomplished, and (c) setting a date for
the accomplishment of each task. These three steps apply to both short- -
term plans and long-term plans. The difference is that long~term plans
cannot be planned for as accurately. Therefore a fourth step, the re-
adjustment of the dates for task accomplishment, is involved in long—teng
planning.

Your group can best develop its goal by (a) helping members clarify
their values, (b) clarifying group goals, (c) developing ABCD objectives
for the goals, (d) maiﬁtaining high standards for goal achievement,

4
(e) motivating the group, and (f) developing short-term and long-term plans.

-

Developing a Program of Activities | '
The basic steps for developing a 1ocg1 program of activities may vary

for a new chapter or chapter that has not previously developed a program

of activities. However, the following steps have been useful in the

development of programs of activities in local chapters.

1. Identify the standing committees by your chapter:

)

a. leadership;
b. civicy
c. public relations;
d. soc ial"’
N e. finance;
f. regional-—state;

g. others; &

L
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' ) 2. Select or déppoint chairperson, secretary and members to serve on
committee:
Ex. Public Relations Committee

Chairman

Secretary

Members

All HOSA members, except local officers, should be on a standing

committee. Refer to Student Module, LEARNING ABOUT COMMITTEES for

more information on committees.

3. Each committee develops a list of activities or projects that
relate to their committee. After committee has identified
activities, they should then:

a. set goals for each activity;

' b. develop ways and means for carrying out activities--

¢. determine cost of each activity;

d. develop a budget for their committee.
New cﬂapters may find it practical not to undertake too many
activities the first year. However, the variety and number of
chapter activities depend on the ingenuity and vision of the chapter '
members and the chapter advisor¥. While most projects or activities
will be of a group nature, every effort should be made to allow for
individual students' interest and abilities.

4. After approval by chapter the committee's recommendations become

a part of the chapter's program of activities. The committee's

ctivities should be typed and the chapter president and advisor

should present and discuss the program of activities with the
' school principal. After approval by local administrétién, copies

should be provided to all committee chairpersons, officers, advisor,

64
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principal, and a copy posted in the Health Occupations classroom.
Committee members should set goals that are challenging, but can
be reached.

Activities should provide an opportunity for leadership development

not just busy work or selling candy!

7. (Remember, a few activities planned and carried out well that are

successful are better than an extensive list of activities not
carried out or carried out poorly. Quality NOT Quantity!
Select activities that can be carried out and completed during the

semester or year.

9. Use last year's program of activities as a guide--use successful
activities and disregard the poor ones.

10. Program of activities should be developed and ready for chapter
approval during September. ///

11. As many activities as possible should require little or no capital
outlay by chapter treasury. - .

. .

12. Activities should be evaluated after compleéion and use this
information for news items, reports, etc. N

13. Up coming activities and those completed can be used for news items
in school, district, and state media. (Riley, 1974, pp. 3-12).

Writing Chapker Activit}es \

L. - An Activity is composed of:

a. the TITLE; What is the activity? The activity should be
stated simply and clearly, reflect action, and tell what
the chapter is going to do.

A b. a Goal; An activity must have a goal. Goals should be

realistic and refleqt group activity, numbers, and dates.
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‘ c. the WAYS AND MEANS of carrying out; How are you going to
carry out the activity? An activity must be planned.

r Committee members develop a plan for carrying out the

activity.

d. the EVALUATION; What happened? An ‘activity must be

evaluated by committee members and the chapter. Did it
reach the stated goal? If not, why hot? Was the activity

poor? Should it be included in néxt year's program of

.

[

activity? ®

e. the COST; What will the actdvity cost? Committee must
»
estimate the cost of the activity. Can the chapter

handle the cost? Is the cost too high?\\?he chapter must
make this decision.

-,
. i See the Sample Guide for a’Program of Activities at the end of this

1
section. " -~

Every HOSA activity should contribute in some way to the berébnal
development of your students. That is no} to say that some of~fhem should
not be pure fun...because social activities are part of personal develop-
ment, too! Nonetheless, HOSA is a learning experience gnd care should be

-

taken in planning activities.

o &




*Nature of Activity Code

SAMPLE

GUIDE FOR ANNUAL PROGRAM OF ACTIVITIES

*Nature . |
Date Activity of Goals . Ways & Means|. Evaluation of Activity Expenses Income
- \ ACthitl
Sept. |Membership Drive 2 100% Membership . % of members recruited $/12.50 $140.00
$4.00 p/member 17.50
3.50 State/National Local
.50 Local Chapter Chapter
Sept. | Election of Officers 4 Selection' of the Performance of nominat-
nominating committee/ ing committee.
Functioning of the com- . Election of qualified
mittee. officers
Provide slate of quali-
fied officer candidates.
' L Oct. Organize fund-raising 3 Finance projects. Halloween Raise amount of money ) . i
‘ Raise money to send Candy Sale targeted. 450.00
of ficers to Leadership Chili/Hot Participation df all
Conference. Dog Sale members. 50.00
Oct. Leadership Conference 2=4 Send all officers to Accumulated |{# of officers attending/
State Leadership Con- Treasury Participation of
ference. officers at conference. 275.00
Nov. School Service Project 2-5 Decorate bulletin Accumulated [Planning/completion of
boards in school. Treasury project. 10.00°
Participation of all * .
. members.
Dec. Christmas Party for Provide Gifts-~ Accumulated |[Planning/completion of N N
Special Education Class 1-5-7 refreshment ~games Treasury project. 75.00-
3
o
. 1
~ ©
t'\\-' ] : b
) . Do
L . /
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*Nature of Activity Code .

(1) Civic, (2) Educational,

+

‘ ‘
t

SAMPLE

GUIDE FOR ANNUAL PROGRAM OF ACTIVITIES .

- . 4

3 Finaﬁcial? (4) Leadership, (5) Public Relations, (6) Recreational, (7) Social, (8) Other

[

. : *Nature , ) .
*Date Activity of " Godls .| Ways & Means Evaluation of Activity | Expenses | Income
: - Activity| - ) .
Deé: Food baskets (joint 1-5 - |Provide food for baskets| Donations-- |# of feod baskets. .| $ 50.00
projéct with FBLA) to be given to 6 needy Accumulated |Involvement of all
’ Cw ‘ * |famildies. - Treasury memb%fs.
Pec. | Christmas Fldat (jpint | | 4-5-7 Plan and build float. ‘ | Donations Completion of project.
project -with FBLA) L e e from Plann{ng/Working with
: . o ,| sponsors FBLA
Y . L ' Money/material
L ' management .
+ . 7 A & * o
Jan Organize fund-raising 3 Raise money to send Sale_ of Raise amount of money
. ’ . of ficers/contestants noté?ﬁ?ds targeted.. $500.00
. to State convention. Bake sales |Participation of all
. : P \ ’ members. 50.00
AN . .
. Feb. Valentine's Day Skat- 6-7 Provide recreational Accumulated |[Planning/completion of
" ing ‘ ‘anid social activity Treasury project. . 75.00 ,
~ ‘ for Wembers and ’
) e guests. -
Mar. Local Competitiye.EvenEs 2 Select contestants for Planning/Conducting local
- o State Convention. contests, :
. .. ¥ - ‘ Selection of contestants N
’ .~ . - for State Convention.
Mas, Field.Trip to a health "2 Develop awareness of Accumulated |Planning/completion of .
care facility , . ' |carepr openings in Treasury project. 50.00
Y - . health care facilities. Response of members "to
- : ‘ project.
. .
&

°
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*Nature of Activity Code

(1) Civic, (2) Educational, (3) ﬁinangial, (4) Leadership, (5) Public Relations, (6) Recreétional, (7N

- © SAMPLE

GUIDE FOR ANNUAL PROGRAM OF ACTIVITIES

N——

Social, (8) Other

*Nature
Date Activity of" Goals Ways & Means Evaluation of Activity | Expenses Income
. Activity »
Apr. Assist with Special 1-5 Provide coaches/ Participation by all
Olympics . chaperones for local- members/Response of
district. members to project.
y P -
Apr. State convention 2-4 Send officers/ Accumulated {Competitive Events .
contestants/delegates Treasury Participation of officers/
* contestants/delegates $350.00 .
{bn . v » B
May Service Project- 1-57 |Assist during Open Participation of all
National Nursing House and Cook-out . members/Response of
Home Week members to project.
May Awards Presentation 5-7 Recognize outstanding Accumulated |Planning/completion of
Tea for parents and members/Advisory Treasury project. 60.00
Advisory Committee Committee # of membérs/guests ‘
attending ‘
“ kd
® -
?;3 g




Your Calendar

No one suggested chapter calendar will fit your chapter exactly.
You have unique situations, problems, and experiences in your school and
community that-will shape your program of activities. This 'is as it
should be. At the same time, yoyr chapter can take ideas from others
and be guided by the national and state program of work and suggested
projects. Developing a calendar of activities will be a leadership
experience in itself for your students. |

. Many times a program of activities will fail not be:ause of the

activities, but b‘ecaus‘,e of p(&mn}g. You can develop the greatest
program, party, or sale but :f'the public doesn't require that service
;t that time, the projeét will fail.

Included here is a sample calendar showing possible events, each

month from September/EB June. There is also a listing of a variety of
N
activities to give you ideas.

Hints for Scheduling Activities

1. Do not over load any one month.

-

2. Check school activities and other clubs or chapters to make
sure activities do not overlap. (Two bake sales or car washes
at once will not make money for either group.)

3. Get a list of school holidays and Christmas and spring break.

v

Plan accordirgly. '
; J

4, Utilize seasonal items and holidays for parties and sales events.

1

Examples - sell penny candy before Halloween,
-

ornamenps’befone Christmas, have a Valentine Party.

-

5. Have a good balance of social, service, and educational events
' : . .t
each month.

~

\
6. Schedule some exciting events for slow months (e.g. March

- -t
when there are no holidays and you are waiting for spring break).

17 -

LY |
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7. Consider weather conditions in long range plannings (e.g. snow

* in January and February). Don't plan trips, out of town speakers,

regional contests, etc. during this period.

%




‘ -
@ @ @
SAMPLE CALENDAR OF ACTIVITIES
19 - 19
Chapter
Responsible . Responsible
Activity Committee Activity Committee
SEPTEMBER . ' DECEMBER
Membership Drive - Membership Christmas Party for Special -
Election of Officers - Leadership , Education Class - Civic and Public
; Relations
- Food Baskets - Civic and Public
’ y Relations
- ) Christmas Float - (Civic and Public
Relations
DCTOBER JANUARY
Organize Fund Raising - Financial Fund Raising - Financial
State Leadership Conference - Leadership -
OVEMBER FEBRUARY
School Service Project - Public Relations Valentine's Skating Party - Social
ﬂ N
- 2 -
»
[ B}
" . \\ ?\)
70 - -




Calendar of Activities (Continued)

MARCH

Activity

Responsible
Comnittee

APRIL

NE
Responsible ~ '
Activity Committee
JUNE
Local Competitive Events Leadership
Field Trip Leadership
JULY

Assist Special Olympics

Civic and Public

State Convention

Relations
Leadership

Service Project

AUGUST

Civic and Public

Award Presentation

Relations
Civic and Public

Relations




‘ Suggested Activities

1.

2.

10.
11.
12,
13.
14,

15.

16.

18.

19.

safety poster contest
adopt a needy family

faculty recognition tea,
reception, assembly

visit a local Health Agency

guest speaker—-on just

about any subject N

parliamentary procedure
study

inter-chapter visits or
socials

occupational display or
occupational library
section

career program OTr career
open house 7

parents banquet
employer-employee banquet
picnic

skating party

Alumni Day

present honorary life member-
ship

@

parade float

dinner meeting in local
restaurant

parties-—Thanksgiving, Christ-
mas, Valentine's Day--or other
day '

welcome new teachers, new
students

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

program on highway safety,
home safety, job safety

collect toys for needy
children

5
visit nursing homes,

hospitals, orphanages

develop a community
participation event

HOSA newsletter or HO
column in school paper

display HOSA billboard
poster

babysitting service go
parents may attend school
functions ‘

-leadership workshops on

public speakKing, parlia-
mentary procedure, job
interview

new member initiation
officer installation
National HOSA Week

Color Day (everyone wear
official dress or navy,
white and maroon)

Mr. and Miss HOSA Contest
offer cosmetology or nursing ~
services to nursing homes,
hospitals

HOSA display in shops, banka,'

etc. »

xepair services for nursing
homes, youth service instit- R
utiors



ecology survey
drug seminar . ’ \\

volunteer services for .
nursing homes, youth
service institutions

"adopt" fostet children
or foster grandparents

pen pal exchange with a
"sister" HOSA club

promote police-community
relations

*
contests——-scrapbook, poster,
display, photograph, etc.

Vocational Youth Week

speakers' bureau--partici-
.pants talk to school and civic
groups ,

"Rent-a-Kid" (a day's worth '
of odd jobs--money used for a . .
special project)

$pecial Olympics

-

odd job service

check blood pressures at
local mall -,

assist Red Cross
health related puppet show

sell candy, fruit, plants,
calendars, Christmag cards,
ornaments, etc. °

o

assist United Way, March of
Dimes, MD, etc. .- )

-
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. . CHAPTER BUDGET N

' v > PR . - .

Everxphe wilf agree that éﬁ active HOSA chapter. needs money té carry

out its program oft activities. Without funds, a chapter-will be limited

. .

in the activities it can do and the services it can provide to its member§
;nd the local communit;. Therefore the local HOSA chapter must plan to
include "sales projects" that relate to its planned yearly program of
activities. ' , .

. P -~ /.

The chapter members should understand that the ppoéraé of activities

&

should determine the amount of money needed; monrey should not determine
/

the chapter's program of activitiés. A chapter may hawé a good program

of activities and spend only a small amount of money, or it may.require

~ R . *

much money. The key to the amount of money needed is the local chapten'§_}
. P
- -
plannped program of activities.

) . . .
How much money is needed? Before we can answer the question, a

. sound educational-based program of activities must be developed. ™Then, o

our question 1s ansWered by developing a practical, adequate budget.:r ®

.

A chapter budge:sshould id fy’the amount of money needed by the ~
various commigﬁeysﬂ wﬁdffégi;:)needed for, and when the funds for a

\speéifinactiViEy will be ngedeéi A local chapter's budget need‘not’be’
a complicated or an extensi;e gset of records. However, the budget sﬁould i

providé’enough information so that each chapter member knows and underlf

stand how and for what purposé the chapter monies are to be used. A
v " -

tentative chapter-budget can be developed by the chapter committees and
officers. The amount of money needed by'each committee will determine,
in the méin, the chapter budget. Additional budget items may be added

as they are needed. When the budget has been approved by the membership '

.

/




the final budget .should be prepared by the chapter treasurer and copies

made available to the officers, committee chairpersons, school adminixs- .

-

~ ., T . )
trators, and a copy posted on the bulletin board for use by the members.

s

It'nay be helpful, if this is jour chapter's first budget, to distribute :
, - PR [ .

‘ay

copies to all members. .- ' )

Al

‘There must ‘be a close working'rglatidnshipibetWeen the budget'

= > r

' (finance) committee and the various committees delegated with the respon-

* A bt

.sibility of'dévelopiné the chapter's program of activities. This working o

. &

relationship will assist the members in selecting realistic and obtain-

. , N ¢ ' s
able projects. Also, each member will be on a committee for -one or more

4
-

|
|
|
l
|
1
activities and feel that they are really involved'in the local program ‘

-

The amount“of ‘monéy mneeded to finance the various activities should
w .

be determined by the.committees, angvcoordinated with the finance' or

-

budgét committee to determine if the mqney needed for a project will be . ‘

ava%lable or if a progect is needed to .raise the funds. This planning .

~ .

"should be done’ by the various committees before the activity 1s proposed

.)

to the membership.' "However, the money neéded to carry out thg proposed 4
[ .

acgivi%y does not have to already be in. the treasury The committee
should have plans and suggestions for obtaining the funds needed prior:
“to the date the funds will be needed, LOCAL HOSA CHAPTERS WOULD BE WISE

. ’ . ~ Co»
TO DEVELOP A PAY-AS-YOU-GO BPHILOSOPHY FOR ‘MOST' OF THEIR ACTIVITIES AND

PROJECTS. - * - : o . : . ]
) 'The Chapter's total budget should be prepared annually and presented, oL,
* [ PR N .

" .early in the school year, at a regular chapter meeting for the'approval <

of the nembership: Last year's budget‘will be helpful to the various’
[} . N * 4 ' QL , ' \

" conmittée‘chairpersons as a guide for determining an{?Fstablishing the .

N N
A 4

5 *e - - - -
. . »
¢ . ° ‘{"\ h ‘
- . . , .
.
.




)

.

budget for the school year. After the budget has Geen approved: éach
committee §hould proceed to developing ways and means (detailed plans)
of raisi;g the funds needed for cdrrfing'ou; their activitie§.° The ’
Zhépter aé;iso; can ;ssist committee chairpersons prgviding a~cur}ent )
lisE of apérqved comp;nies gﬁd proje;ts‘ ‘

.

A word ofrcaution, raising money should not be the major objective
of the local chapter. This should be made crystal clear to members,

" . .
parents, and local administrators. However, i¥ funds are required for

L4 -

. -
the planned projécts, and .the 6&ojects related to }he local course‘of

study, raising the necessary -funds through projects that are organized,

supervised, and have educatiosal value, as well as monetary\vaiue, will
be more acceptable by thqalocal administration.

Local chapters may- find the following suggested steps helpful in

developing their chapter budgets.: ' ’ ,

-

1--Each of the chapter's standing_commitiees plan the actiéities

they hope to carry out during the school ﬁear.

-

2--Each committee should estimate the cost ‘of conducting the

activity-?awards, refreshments, gifts, etc.

34~The committee éhqirperson\should meet with the chabfer
. *

officers and discuip cost of proposed projects and seek
o u )

L

suggestions and evaluation of cost. *

1)

4~-The"qommittee chairpersori should then meet with budget or

.

finance ¢ommittee to determine if the funds needed will be

3

available or if a sales project should be planned to cover
i v

¢

cost. v

5--The committee Presents their activities and budget to the

. -«

chapter members for approval.

9-3
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3

6--After approval or modification by the membership, the comﬁittee's
activities and estimated cost are recorded' in‘ chapter's budget .
and ‘committee members assiét finance or budget committee in
securing‘the funds needed for total chapter budget. (See sample ,

a

budget at the end of this section.)

.“ Refer to Student Module, PROGRAM OF ACTIVITIES, for more information °*
. ~
on budgets. T, ¢

The preparation of a chapter b et should be a meaningful learning
. [ ~

experiencé for all members. The(mechanics and theory of budgeting relates

-

tgﬂour educatibnhcurriculum. The studegnts learn skills in:
1. ‘purchas{ng;

2. sales promotion; v ‘ N\

3.. budg‘etiné and money management;
' 1

[N . '
.
f

)
- L
5. .management of ‘resources; ‘.

4. cost analysis;

6. public relationsj.
7. decision making;

-8,  carrying out long rangeﬁéctivity;

»
“

9, working with others;
10. yesponsibility;

|
11, organizing skills. .- . ) . . .

e
I'd




¢ Sample Budget ~
@
- EXPENDITURES ) \
| I LEADERSHIP COMMITTEE IIT CIVIC AND PUBLIC RELATIONS
State Leadership. Confere;lce $275.00--’ ‘ COMiviITTEE
Field Trip . - - =50.00 Awards Presentation $ 66,00
State Conyention " 350.00 | School Service Project 10.00
. ‘ TOTAL. . . « . . . . . .$675.00 Christmas Party ~ 75.00
) ) Food Baskets ' ' _50.00
TOTAL. « « « « « . SM(,
Il MEMBERSHIP COMMITTEE IV SOCIAL COMMITIEE
Membership Drive $ 12.50 Valentine P@rty é 75.00
TOTAL. « . « « « « . . .$ 12.50 TOTAL.. . . . . $_7_wh

V  FINANCE-PROJECTED RECEIPTS

. oo “ COMMITTEE
‘ r

Membership Drive $ 17.50 J R~
o~
Candy Sales 450.00 , %
£y
) Hot Dog Sale 50.00
' E Note Cards Sale 500.00 .
Bake Sale : 50.00

\/TOTAL. . . . $1,067.50

. *Name activity and to the right indicate the amount of money needed to carry

it outs If the activity is to be sponsored by a local firm, e€nter the name
. k@ e

v

. ?f the firm rather than amount of money required. 4

~

&




e

SUMMARY. OF EXPENDITURES

.

1. Leadership $675.00
2. Membership 12.50
3. Civic and Public Relations 195.00
4, Social \ 75.00
. TOTAL. + « « « « « « « « . $957.00
TOTAL PROJECTED RECEIPTS. . . $1,067.50
* TOTAL PROJECTED EXPENDITURES. . . 957.50
. i )
¥
1
f {
\ ' )
= ¥
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' Fund Raisiﬁ i .
] ‘: Before committing your chapter to a fund raising project, there are
many questions which must be answered. A clear picture of everything

: involved will prevent heartaches later on and will help you raise the

money expected rather than have some profits eaten up by hidden factors.

N |

Some questions to be asked or decisions to be made are:
1. Is the activity educational? Wi}l ‘career-oriented skills be

developed? Will it provide self development?

N IS

2. Ts the activity related to the type of chapter --health? -
3. Is the activity one that will be approved by the school or commun-

ity? Will it have positive PR value? TIs the activity a setvice-

[ -

|
oriented one and wilk some value-be received? Has approval been j
) obtained from the school administration? )

& . : |

. ¢ 4. Will the project be concise or will it driag out? Will the activity ‘

. ¢ , ®
involve every member? Will. students have the time toO devote to a

’ major;fund raising project or would several small or short term

‘ projects be better? "o
( 5. Will the.aétivity provide fair financial return for the’wgrk
;involvgdz Does the éctijity conflict with any fund raising efforts
of any other group at the school or %n the community (time or same -
. ’ &

item)? Will you realize at least 40 percent profit?

’
. N ~

’ + 6. What is the reputation of the company from whom you get your
} merchandise? Have you checked for hid?gn costs? (ex. promotion)
Do you'have clear, w?in;en information from the companyfinvolVed .
’ ‘ concé;n;ng shipment; costs, time limitations, minum dates, etc. ”

. ‘(check for hidden items)? °
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7. Will the project be one the public will enjoy ——.does it suit
'
community tastes? Is the cost to the public prohibitive (items

too expensive)?
After you have deéermined the type of“activit§ fo; fund raising, you
need to consider factors that will help make the project gpccessful. Some
gené&al hints for successful fund raising are listed for your review.

)

I. Lgck of 1eadershiB and proper records cause fund raising projects

' to fail. Keep bookkeeping records accurate but simple and give -
receipts for all money’accqpted.. No credit should be given on any

©
“

purchases.. . .
. 1?. Delegate responsibilities to members of committées and officers.
w Sell the association (KY-HOSA), then the product. Send letter

e
with student salespersons.

!

3. Try to find a company that pays the freight and will accept back

unopened merchandise (above the minimum order). If an incentive
) %

.
N .

program is included by the company check into it. What is furn-

w

ished? When is it sshipped? Are you able to call the company

——

.representative-collect or by a toll free 800 number? This may be

an fmportant means of contact. s

4. Packaging of the product is important. It should be attractive and °

. protective. Taste any candy before ordering. Watch the parafin

. * content. ¥hook at products, see if they are worth the prices
N v - o
' R Merchandising kits must be handled with care. Fill your orders -
LA 4 ’ S '

+ -

_ from thé kits before ordering additional items.
L]




‘ ’ Dues . - ‘ ) .
< - ’.

Local dues can play an integral‘part in development of the budget.

However, there may be some students who simply cannot afford to pay the

dues. 1In order to prevent embarressmgnt and allow these students to partic- | -

-

4 e e
pate fully in HOSA activities, some alternative means of paying dues must .
- M

4

be worked out. Some suggestions.of alternatives are:
- ¢ - B -

. 1. use &n installment pfap; '

A
“

‘ 2. have a money making activity for raising dues for dll fhose who
’ ‘ o . i ) ) ' '
participate; . . . .

3. aiécoupt the dues for all paying before a certain date. ) {-
These suggestions may.also assist those who are unable to~pérsonally

afford to attend the State :Conference to raise the cost of the trip by

working at the fund raising activities. - k ‘
- . -
' - ) Occasionally yoquill' have a student who fails or refuses to pay dues. A

- - ° -

Some suggestions to eﬁc0urage dues paying are: -
. o

1. have a special occasion, such 'as a social evert, for only paying

L
P _ members; ! -7 ' - .
~ - . - ’.‘ )
®2. let the students-establish the rules for collecting. dues. Peer
~ . " . : % °
pressure works wheTre money'is involved. : P .
R ) . : . |
Remember, in no case can a student be required ‘to join a chapter and ‘ w
.. . ' . v v . |
. pay dues because this.is an infringement on the rights of the student .
(Illinpis Coordinating Counsel, 1979, pp. 51-57). .
. Y - .. ‘ ‘
- . . y
. 7
4 5 .-}
. 1 G ’ <
¥ s .
L .7
® T
o e ) R A : i
’, * /’Q - [
< v ~ ~
g -

v . .. . - '




10.

11.

12.

13.

14.

15%

SUGGESTED FUND RAISING PROJECTS

Rummage Sale
Bake Sale
Operate Concession Stand

Baby Sitting Service so parents can
attend school functions

.
-

Repair and Paint Community Homes

for a fee . i
e

Raise money ‘with a Mani-cur-a-thon .

Sandlot Football

"Sacrifice Day" ~ use money saved from
snacks, etc. for special project .

Design and Distribute HOSA bumper stickegs

;

Music Festival ’ - .

"Rent-A-Kid" a days' worth of odd jobs -- "
money used for a special project.

Flea Market
Christmas Ttee Sale , ,
Donkey Basketball game

]

Sell candy fruit, plants, calendars, )
Christmas cards, ornaments, etc. - ¢






ADVISOR RESPONSIBILITIES

For the vocational teacher, teaching is more than the act of in-
struction. According to Hamilton et ali (1977), it cannot be reduced
to something you only do in the.élassrooﬁ or the laboratbry - a techniqué
or a procedure - because it involves your total influegce on students'
live;. Health occupations education has the responsibility to provide
students with the kind of experiences theyfpeed to develop an identity -
as a worker, ;n individua1,~a member of a family, a community, and a
society. Therbfore, teaching is a kind of example which you set - by
yoLr actions as well as by your words. Your interests, attitddes,
appreciations, ideals, biaées, habits, and life style have an important

. : . ©
effect on the perstnal development of your students.

-

Yod need to have a firmly established personal commitment to HOSA
before you begin your adviso£; role, because the success of many of
your initialgictivities depends on your ability to communicate to others
the importance of HOSA and what the organization is all about (Hamilton,
et al., Mod. H-1, pp. 6 & 16). —

fhe most importanF factor of a succesi;ul HOSA chapter 1is the
advisor. Being thé chapter advisor is not a'responsibilit§ to be taken* -

lightly; on the other hand, it is not oné’to be feared and dreaded. - It

is to be understood, worked at, and enjoyed (AIASA, 1980, p. 42). 1In

1977, Betty King identified the following as the major roles of a chapter

advisor: i . . 1

10-1 ¥
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Advisor

assess student and group needs;

provide the appropriate resources;

&evelop the leadership potential of the members;

act as facilitator of shared 1éadership, provide direction
without' bossing; .

help students accept responsibility along with’f;eedom;

sérve as mediator when communcidtion breaks dowmn;

aid school personnel in changing tbe;r perception of

helping from telling to more open dialogue (King, 1977, p. 11).

.

Responsibilities : .

1

The advisor's responsibilities‘to the local chapter include:
A ]

1.

A .
knowing about HOSA on both the state and national level including

the history, purpose, constitution and bylaws, and how it is
organized;

assimilating knowledgé of‘éOSA to other faculty, parengs

and community leaders; |

intérgrating‘HOSA into éhe health occupations curriculum as
well as pfanning meetings and activities ds a functionai part
of the total program;

motivating‘tﬁe~students' interest in a well organized program of
work.

developing competencies in bérliamentary procedpfes;

keeping abreast of community resources that may support the
activities and new development$ Iﬁ'the health field;
assisting the students in estabiishing and working toward

realistic goals;




h ]

8. méintaiﬁing organizatioﬁal‘prgcedures such as (a) training
officers, (b) ovegseeing {he budget, (c) preparing students for
. -paéticipation in cquests, and (d) inslructing voting delegaﬁes
of their responsibilities; ' 4
9. working. with the state advisors té improve the HOSA program;
10. aséisxing other advisors in organizing a mew chapter by pr?viding
ideas and sharing both positive and negative learning experiences
(FAHOSA, 1977, pp. 12-15). : ‘ )
An advisor}s aYeas of responsibility include supervision, coordination,
and personnel management[>'Advisors_need to be knowledgable of each area of
the HOSA organization as it relates to the local chapter. This is achieved

bytkeading carefully and completely each memorandum, letter, newsletter and

papers concerning HOSA that comes to the chapter and the advisor. Each

/ ~y
letter from the national, state advisor and state officers must be read

completely for a thorough understanding of the needed action. Don't forget

the event guidelines because many members have suffered in competition
N
when the advisor has failed to study carefully each sectgon of an event

guideline, 4
)

b

Supervision

An advisor must be aware of all local and administrétivp policies that
will govern the chapter's activities; such as policies for field trips,

conference attendance, social events, and teacheér substitutes for the advisor
A .

" while he/she is on a trip. Cooperating with the established policies does

-
a great deal to gain the adminstrator's approval of chapter activities.

- /
Supervision is being able to dispense advicé’and suggestions but not

telling a member what to do; to ensure that thfhgs get done without doing

A




,

zthem yourself; and to see that things run smoothly. A good supervfsdr is

diplomatic, inventive and can sometimes be in Eh:ge places at once.

Coordination -
Coordination of activities is ﬁsuaily the.responsibilty of the presi-

dent, but occasionally this task falls to ,the advisor. It is necessary to

see that two members or groups are not trying to do the same activity.
Coordination involves informing officers and members of the overall operation

of the chapter sosthat activities run smoothly and efficiently.
)

Personnel Management

Sometimes a chapter will have a set of officers or committees who can

work together very efficiently wifh only a few problems. Other times, there

may be constant conflict because of personality differences or the inability

v 1Y
of 'one person to work well with others. The advisor should employ person-

nel management and other tephniqueé learned in the classroom to deal with

students and to help relieve any problems that mabee occurring between

°

members and/or offiters.:

F/ Selection of voting delegates

-

The local chapter detefmineakxhe selection process for voting delegates

to the state conference. Some chapters will send the current efficers,

[}

others send deserving members, and still others will send underclasspersons

* so they can learn from the conference and return to share the knowledge with

’

13

the chapter.

Preparing students for competition

] \ -

It is important to review the contest activities of the state and Sétional

™ organization, because rules or contests may vary at the gifferent levels of
' *cCompetition. Each advisor should be aware of these variations and advise

the students accordingly. Also because gmphasis on competitive events con-

]

2
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4 - ’

tinues to increase, You need to check frequently both state and natidﬁal
~ ' 7’

. . communications to keep up-to-date on new and revised events and contests.
. It is important that you are well informed about all the competitive:

events so you can: assist the studej}s'in seiqcting activities appropriate

to their interests and abilities. You should discugs at length the various

events available to chapter members. Your enthusiasm for competitive events

: ‘
can generate similar enthusiasm in students who might otherwise never think

. .,

of themselves as participants.

These experiences give members a concrete idea of what it means to

barticipate in competitive events -- the hard work, the fun, and the réwards.

.Students should be counseled and adequately inforﬁed so that their selection

of contests is based on a knowledge of Ehat will be expected of them in

.

terms ¢f time and effort. s

.

Quite often, this preparation can be accomplished through regular

classroom instruction. Preparing a.student for medical spelling, dental

s

terminology or a joh application event can correlate with related ingtrﬁc—
, 1
tion in the curriculum. A simple adaption of the normal curriculum,

. r s ’
highlighting certain areas would assist studentsin preparing for competition.

“y P

~7% - Some competitive evepts involve individual participation that goes

beyond the régular classroom activities.’ In'thése cases, the contest

.
. .

activities préﬁide valuable extension of the classroom program and expand
\ . Q

student's knowledge of the occupational specialty.

.

Suﬁégrz

y Successful HOSA chaptets do not result from hard work alone. .Your “

' attitude towards the activities will greatly influence the way your students
© . !

participéte and the lasting benefits they receive from it. Your interests,

attitudes, appreciations, biases; habits, and life style hawve an important

effect on the personal development of your students. .




1}

Good advisors aren't born; they're created, almost completely by

|
|
} their own,effort. Being a good advisor is not a mystical concept.
' is not set that one person can be a good advisor and another can't.

These are learmed behaviors that everyone can improve by étudy and

application.

ERIC - L

Aruitoxt provided by Eic:






‘ ) COMPETITIVE EVENTS

The basic philosophy of HOSA is to provide activities, events,
', ' learning‘situations,‘and opportunities for growth'foq*;he student enrolled
in the healto field. Competitive events, cg%tests, ana recognition
activities are‘examples of activities that stimulate and motivate student
v interest in vocational and occupational excellence. The uhique feature

of these competitive events is their relationship to the actual occupa-

tional endeavor. Some contest activities actually test the student's
,occupationay §kills. Leadership events test the student's readiness to

work cooperatively and to function with other personalities in a work

-

environment. Competitive experiefce in a controlled contest environment
~

(ﬁhéan assist the student to cope with the situations which they will face

in the world of work. . .

¥

The scope and variation in many activities of HOSA gives all a .
chance to participate and be recognized. Some activities involve the

whole chapter, or a team of students; some recognize only the individual

-

competitor. Most activities recogpize all participants, not only the

Cind L

winners.
Local Events

One of the most overlooked aspects of contests is their value as
opportunities for local participation. Usually it is emphasized that

local contests are preparation for state .and ﬁétional events. However,
J‘ )-‘ . ..
many Students may never have the opportunity to compete or be recognized

\ g :
beyond local chapter. In the interest of thesg_studento,’your local

B}

sityation maﬁ‘allow the develapment of a "local only" contest Or recog-
nition activity, designed specifically to serve the special local need.

. ‘ [T

Historically, local contests-have been the basis for the devélopﬁent of

state and national contests. Strong local competition is vitally important.

10
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Aruitoxt provided by Eic:

ERIC

As contests are plahned, it is'important to coordinate them with school

* ’

officials. Some school policies have a direct influence on competitive

activities, and early inbesﬁigation of these policies may eliminate problems

. as the activities develop.

’
S

fhvolving school aufhorities'in the activities (both local and state)
can be beneficial to a good workinng relationship between your chapfer and the
school hierarchy.” School officials are ‘often very ?ntereéted in the activ:
ities. The potential recognititn value to the school often creates interest‘ .

-
.

on the part ofhscﬁpol authorities and the advisor should present this aspect,

.

N

State and National Events T, r M\

¢ -
~ [N

Because local winners can participate in the state and eventually the .

national contests, the students should be aware of these opportunities earty
v

in the school year to allow time for adequate preparation. ) ,

~

Special emphasis should be given ‘to the requirements'for participation ’

and the proficiencies needed for success in the contests. You should secure’

[N .

the proper forms and contest rules and materials. Be sure to check for

up-dated or new rules. Each student should have access to the actual contest

\
v -

rules, time-tables, and due.datles for participation so the ‘student will know
and understand what 1is e*gected. The advisor must be actively involved in
this process and check to see that the various rules and regulatiords are

being followed. ' .

)

(RN

In the case of state and national events, school policies should be

A}

fﬁFviewed. Travel, housing, registration fees, financing, etc., must all be

included in the pZanning.

. oo . ®

.
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HOSA Competitive Events
x

. - The guidelines provided By National HOSA will serve as the guide and
F b

.

3

;reference for the-HOSA Coméetitive Events program which is an integral com-

» .
.\ﬁ poent of the Health Occupations instructional program. The -objectives of
" oL ‘ . .
~each of these events is to further the students' leadership and vocational
/ o R “
¢ a
Y skills development. It may be supplemented each year as new events are

- -

develoﬁed, piloted, qu approved by the Board of Directs. Supplements,
! it '

g

updates; and specifié topics for events will be provided to the affiliated

state associations on @n annual basis.

>
K

vy ' [
' These guidelines may be reproduced by affiliated state associations

i . .
4 and local chapters, but not by other parties and not for profit.

' Each state association may submit three (3) secondary and three (3)

full-time entries in the competitive evepts3 (For further information on
the currentzxules and regulations of the national and state ‘competitive

events, see the HOSA Resource packét available from state). ™~
4

Contact your National HOSA Office if you have any questions regarding

N A\

the competitive events prograﬁ or if you wish to submit a new event or changé
. 4

an existing one;

. National HOSA

. . Suite 306 .

‘ 1750 Pennsylvania Ave., NW !
. Washington, D.C. 20006
(202) 393-6757

’ »

Preparing StudentgAfor Specific Contests
. The following section may be helpful toiyou in preparing students for
specifiic staée and national competitive events. The competitive events that
.%Fe‘national in scope are divided into three (3) cgtegories; Leadersﬁip‘

Development,LHealth Skills Development, and Health Occupations Skills. Many

' T ——
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1 .

of the events in these categories have been apﬁ%oved for inclusion in the

- - .

“competitive events progfém, but pany are being piloted tested for approvai.

<

The Health Occupations gkills category is being tested at-the National

.

Conference in 1982, before-inclusion in the program. Still éther events

may be for the indivdual state situation and will not be considered at’

national. - .
[

# Leadership Development Competitivé Events

1. JOB SEEKING SKILLS: Students entering this eveny shall select

.-

from among six (6) job opening specificationms ,

. » :
that career position most similar to their skill

training area. The ‘competitor shall then develop

a resume and research background on the job for

{ 1 < \
' which he/she is applying. During the event,

the applicant will be screened and interviewed ‘

. , for possible employment.

g . .
2. HXTEMPORANEOUS SPEECH: Students entering this event will be given

4

a theme or’ topic and will have five (5) minutes

to organize and pgﬁpare a speech. The competitor

will make an™€xtemporaneous speech with no refer-

ences other than the 3" by 5" index cards filled

in during preparation.

3. INFORMATIVE SPEAKING: Students entering this event will present a

prepared topic of no fess than three (3) nor

] : than five .(5) minutes. The competitors may

. ‘no written matter in the room other than the

’

index cards which they may use while speakin

N

) 1103

more

have

-

g
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. ‘/ ' 4. COMMUNITY AWARENESS PROJECT: Chapters éntering this event will organ-
. . - ize an aniéof& council and survey the community

, - , ' - . for a pressing health need. Activities should

/////‘ ) ' then be planned to make the community aware of

the health problem. .

5. PARLIAMENTARY‘PROCEDURE: Chapter teams entering this event will be

: ‘ given a meeting agenda which will include such
i items as opening ceremony, reading the minutes,
'] , .\
business session to ipclude at least six (6)

parliamentary skills and 3 closing ceremony. A

question period will foli%wﬁ$he demonstration.

- Health Skills Development Competitive Events

\

C N - ,
1. MEDICAL SPELLING: Students entering this event will go through

o
-

. ! a series of eliminatdions to spell.words related

/ to their oéchpational field until ‘s winner is
. ‘determined.
. { .
2. DENTAL SPELLING: Students entering this event will go through

a series of eliminatiohs to spell words related

to their occupational f£ield until a winner is
Y

determine. . .
3. MEDICAL TERMINOLOGY: S$tudents entering this event will be given 4
written® test requiring them to either ;dent;fy(
, A
) | words related to definitions or td write defini~
: , ) tions related to a given word. E“
4., DENTAL TERMINOLOGY: Students entering this event will be given a . {

° , written test requiring them to either identify

‘ words related to definitions or to write defir;i-

| tions related to a given word.

Q 3 .
14 -




5. EXTEMPORANEOUS .HEALTH DISPLAY --- This is a new pilot event for’ 1982. '
. ‘ » .

Health Occupations Skills Competitive Events S '

-

This categop}.is a new category and all the events listed will be piloted

tested at the National HOSA Conference in 1982 before inclusion in the com-
A .

petitive events program.
4

1. HEALTH OCCUPATIONS RECEPTIONIST ?
2. NURSING ASSISTANT -
3. PRACTICAL NURSING

4. MEDICAL LAB ASSISTANT

5. MEDICAL CLINICAL LAB. ‘- .
1 / H
6. MEDICAL ASSISTING CLERICAL
7. DENTAL ASSISTING ’ .
State Competitive Events
The following competitive 'events are for KY-HOSA chapters only. They ‘

o t

do not carry over to the national events.
~ N -

1. THEME COMPETITION: Students entering this event will develop an
- appropriate'theme for the Annual KY-HOSA State

Conference. )
-

: 2. CHAPTER §CRAPBOOk: Chapters entering this event keep a record of
? the history of the chaﬁter beginning with the
- present school year to the end of éebruary. The \
chapter activities are kept as .a permanent record
of the chapter.
3. STATE HEALTH PROJECT: 'E;ch chapter may collect eyeglasses for use
N by VOLUNTEER OPTOMETRIC SERVICES TO HUMANITY'
(VOSH) . Awards are given to the chapters sub-

mitting the largest number of usable eyeglasses. ‘ .

- 1o,
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s

Regardless éf how adequate the rules and regulations-appear, there is - J
usually room for improvement. As an édvisor, it is your professiona‘l respons-,
ibility Lto critique Fhese events and make suggestions for improvement. /A- /
) further responsibility of the loéa]: advisor (is to suggest .activities‘ and

competitions events that will enhance and expand the oppprtunities offered

r

by HOSA (Hamilton, et al., 1977, p. 11). - . ' o

10






- - €

ESSENTIAL RELATIONSHIPS '

' Perhaps the most critical step in the'establishment of a student

vocational organization is gaining the entyusiastic and sympathetic

support of the school administration. Many valiant efforts by well-

»

meaning youth advisors have failed siPpply because there was little or

no effort made to work with the-sghool administratioh. The belief of

- « )

the advisor in the benefits of the organization is critical. However,
s

- .
“ N

an advisor who fails to generate this same enthusiasm in the school -

administration may very well falter in an effort to create a success-

i
»
A

~

ful youth program
** A meeting with the, administration ig which you discuss the pur-

poses, philosophy, and positive benefits that the v8cational student
’. _¥ M
organizathmigdll provide\to both students and sqhooi/is a wise ap-

M

proach. Highlighting the major activities of a successful student
i

program with examples of)activities‘undertaken in other school systems

e

should be effective. Be emphatic about the fact that student organiz-
Y
- ation activities are designed to be a part of the total vocational. .
curriculum and will assist with the personal growth of the student;.
*

Few administrators ‘will be opposed to an effort that is specifically

\ .
designed to develop!positive student attitudes and reinforce essential

.

learning. .

. ) @ ,

The administrators will want to'know the following things:

1. What steps are to be taken to establish the organtzation?

2. What facilities will be used, and how? . - - >
3. _What time will be required of the teacher? 4 g
’ 4. what will be. the extent of the activities? “é. o
&. What will be the involvement of people outside the $chool7f ;

1
1
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- -

pared to present your
L3

-~

You must know your administrator and be pre
. v ¢

proposal in an effective and tactful manner. In some situations, you

. -

may find it wise to take themiwitﬁ/yOU to visit a chapter with a gogd

program or to a regional or state student conference to view student

activities at those levels. You may wish“to include in youf/present—

ation éome audiovisuals and/or iiterature, or invalve interested students |
and other faculty in your meeting to‘give support to the cause.
Probably the most beneficial approach in dealing ‘'with the administr-

ation in obtaining continuing support for your vocational student .

-

s ’
o¥ganization is to involve key administrators as adult or associate mem-

é -
bers of the organization. The installation gvent should be handled in a
. @ . )
. «
dignified manner to insure that the individuals feel they are part of

.

" -
something worthwhile.- Once the administrator has idenified with t?&

. -

organization, keep them involved, and you will find a supporter who will
~ "

give added zest and spark tfo your program. Do not dismiss this activity
as somethfng that might be nice to do if you have time. Plan immediately
to involve members of the a@ministration ag active parficipants in the

vocational student organization (Hamilton, et al., Mod H-2, p. 7).

Other HOSA Chapters

As a new advisor of 4 HOSA chapter, there will be numerous questions’

" that will arise. Many times you will feel that you are floundering and

have no idea of where to go for information.
One solution for this problem is to develop a relationship with a well
\

established HOSA chapter in your region. Through years of trial and error,

these advisors have developed an "{dea bank" of what works and what doesn't.

Most of these advisors will be delighted to share their expertise with you.

- «

.

Py




' ) As an advisor of a well established ROSA chapter, “you have a wealth
¥ \ ‘

of knowledge you have accumulated ,over the years. This expertise could
be of. great importance to an advisor of a new HOSA,chaptef.

)
+

- The annual Fall Leadership Comference held in Louisville is an
- ] . ‘ .
excellent oppbrtunity for you.to establish rapport with the new chapter

hd -

v

advisors. Introduce yourself and offer your assistance if they have a

-

problem or if one arises in the future. ' £
N 4

Other Student Organizations

. If there is mot estabiished HOSA chapter in your region or if the
time or cost in making contacts is prohibitive, there are probably other
advisors in your school or town who could “assist you in finding solutions
for problem areas. These édvisors wifi\q§2?lly work with §ou by offering

. their assistance in solvingzihe difficulty in any oréanizational or

-~
‘ maintenance problem in your school might include:
Student organizations available in your school might include:
N . ~ [}
1. American Industrial Arts Student Association (AIASA);

. 2. Distributive Education Clubs of AmericaL(DECA);

f)_ . 3. Future Business Leaders of Amerfca (FBLA) ;
&;; ' 4. +Future Farmers of America (FFA); . _ )
- 5. Future Homemakers of-America (FHA);
’ 6. Vocational-Industrial @ubs of America (VIiCA);

7. other student organizationé available (civic and/or social).
Students \\

A successful chapter requires capable officers, a challengiqg program,
adequase financing, shared responsibilities, and proper equipment and ;écorQS.

! .
Most importantly, however, it requires knowledgeable and motivated members.
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s “ - ’
The task of securing student and parent"approyal and support is not a '
one-time affair, but is comtinuous. Because Yyou encountel & new groyp . .

of incoming students each year and frequently some new students‘during
the year, the task of selling the opportunities available ZhrOugh HOSA

is always’ present. In fact, the advisor who perform$ this task well is

- . 4
most likely to have a chapter growing in effectiveness and in popularity. -

Your students must be aware that the organization is an important §

segment of the health pro%sam. Your positive attitude towards HOSA

. }
will convey itself to students. You must use adequate time during regular

classes to discuss HOSA with the students and examine the manuals and

z

handbooks. Every aspect 92 the HOSA, with emphasis on individual benefits,
should be discussed. Slides, films, and student groups from adjoining

4
schools, or members of other successful student organizations in your

L
)

school can help motivate students to join and participate. The' state ‘

.

association may have lists ofelsuch resources for you §o use in your
initial efforts to organize a chapter and/or motivate students to become

involved.

N
.

While such ééééful introduction of students to HOSA may seem time-
consuming, students' attitudes towards the activity will be shaped by
Lhesg init}al activities. However, some instructors take weeks trying
to convince students about the worth of this effort, instead of actuall&

-

getting the activity off the ground and engaging in thee activities of

7/
the organization. In the final analysis, there is no better motivational
/ BN . . .
device than attual participation in HOSA. _..~ .

Ideally, as students are acquiring knowledge of the\purpose, activ-
A . g ‘
ities, and values of other student opganizggléﬁf, they will want to start

doing something to get their own chapter going. You will notice some ‘
. v

A}

TR
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)
students taking the lead in promoting a chapter. Ask these students to

meet with you to discuss the concerns of the1r fellow students and the

steps to be'taken to establish a chapter. Its likely that they can ! ‘ .

.

assess student interest better.than you can, in that students are often

hesitant to express their feelings to a teacher.

. Establish a committee of these interested students to report to you

v

» -
the caﬁdid_responses of their classmates. You can,accomplish this by

having the ctmmittee divide the class membership so that each student -

‘.

is interviewed by a committee member whose relationship with the class-
mate will promote free and honest discussion. The reports from this

committee shoul make clear the next steps to take to get student gooperation.

I

Whatever the effort or method,Ayour students should understand that

the activity is very important to the total health occupations program.

There should be no misunderstanding of expectations and responsibilities

in HOSA. (Hamiltory Et al., Mod. H-2, p. 8).

4 )

Communicating With Parents .

Hamilton, et al. (1977) states that parents want the school to provide
<« ,L

the best education possible for their children. An active student organiz—

a"
N

ation will help give your students the best opportur(‘)yﬂfor developing Q
their potential. Therefore, it, is important that parents are fully aware

of the efforts of the student organization and your program to enhance their

]

children's development. .
Even though some communication exists between home and school, parents

sometimes are not knowlédgeable about student organizations and how they
<

¢might affect their son or daughter. Therefore, activities and cpmmunication\

must be demeloped to inform the parents of the value of HOSA. When parents

become familiar with the program, their-approval is almost guaranteed.

-
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. . r
/‘Keeping parents up-to-date ian be accomplished through various pro-— ‘

motional activities - lett%rs, flyers, personal visits - but the opportunity

. -~

for parents to observe some activity of your chapter is probably the most

meaningful. A letter sent with appropriate handouts or brochures to par-

~—

ents, of prospective members brings the parents closer fo the organization

_(See sample letter in the appendix).

" A "Parents' Night" can brovide the advisor with the opportunity to

”

iggmuﬂicate the purposes and value of the organization. This one activ-

ity can mean the beginning of ‘not only good parent relationships but also’
their
t

5

community relations as the parents discuss this experience with

friends, acquaintanges, and co~workers. A Parents' Night often brings

. favorable comments from the.community to the school administration, further .
o

reinforcing the value of HOSA.

. Your approach to parents should be centered on doing what is best for ‘
4
their daughters or sons. Your mutual concern encompasses occupational

experience, class performance, conduct, use of time, use of scholarship,

citizenship, chapter participation, overall -vocational progress, and
»

personal improvement. j Your'task i{s to show parents how they can cooperate

with the school/in doing. what is best for their children enrolled in health .

careers (Hamilton, et al., Mod-2, pp. 9 & 10).

Community and Health Professionals

Each community is made up of many professiomal people who can be

This can be an invaluable resource

.

to be utilized in“prowiding the students with 4 realistic view of the

involved in your student organization.

P

world of work.
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‘

' . By joining and getting .involved in community activities and profes-
J sional associations, you learn what epportunities are available in your
area and you will meet the people who can be integrated into your program.

These professionals can (a) help provide service activities to be utilized
in your program of work; (b) act as speakers to help inform the students

of opportunities available in their field and in their community; and

— » -

(c') serve on advisory boards. (Refer to Student Module, MAKING HOSA

VISIBLE for more information on relationships.







. /
PUBLIC RELATIONS AND RESOURCES (ﬁ

A strong chapter depends on everyone in the school being aware of its

values and understanding how it is an integral part of the instructional

"

program. This is why it is necessary to be constantly publicizing activ-

¢

-~

ities and relating them to the betterment of the school and community.
Student organizations can have a positive impact on the entire school.’

Publicity can also build enthusiasm 4mong chapter members. Everyone
L 4

-~

likes to read their name in print, to hear theif’;ame over the ragio, o; .
to be seen on television. Publicity for chapter activities can greate
mori interest and hard work on the part of members. Students soon know
that poeple are "watchiAg" and will want to do their best. Alsp, public
_relations activities are an excellent leadership development éxpe;iencq 2
that requires members to develop both initiative and social poise.

By combining ah activg, worthwhile proéram of activities with a
plénned program of public relagions, the image and status of the chépter
will be enhances. The public ;eé;s to be informed that students through
chapter activities are preparing for careers, are in training programs

) '

that are important and realistic, and are motivated and anxious to make

a contribution to the school and qommunity (Refer to Studeqt Modules,

. -
USING PUBLIC RELATIONS STRATEGIES and MAKING HOSA VISIBLE, for further -

A}

information).
Getting thé most from time spent is of concern to all teachers.

The teacher/cobrainator/advisor should be concerned about professionally

promoting and maintaining an on-going program while providing students

with learning experienceg that will develop skills knowledge, and atti- "
Y

tudes that will make the student a better person, employee, student, and

r" '

13-1 11, <
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so forth. Yet, public relation$ could become an all consuming effort .
resulting in little attention being given to program development. There-
fore, finding the common balance for the use of time can be a problem.

! . L

>

Transfer Responsibility to Studentk - E '

The student growth benefits from public relations experiences would
be to‘gaigpskills in: ‘ ) s
1. writing; .
3. cdmmunicating;
1
3. meeting deadlines;/ ’
4. organizing; ' b

5. dinitiating contacts;

6. Dbeing responéible; .
7. Dbeing creative. . !
* * \
The more students do, the stronger the chapter. Also, in working with PR, . '

individuals in the community often find it difficult to turn students dpwn
]
whenlstudents make requests.

Planning a Program

Use a student guidesheet and develop a PR directorf in planning public

relations for the year. Peoplébfb be reached represent different audiences

and these audiences have to be approached in different ways. For example,

N

. members' parents have different interests and knowledge about chapterwork

than do employees in the community. Keep in mind that jobs and the program

depend on community.support.

[y

7




4

A Sample Plan Sheet for a Yearly Public Relations Program

4

~

P

[y

Audience

What We Want
to Tell This Audience

. ~
Means of Informing
This Audience

chapter membérs

teachers in each dept.
téachers in other dept's.
" counselors
administrakors
school board
employers
parents

mayor

business peréons <
legislators |

civic organizations
news pe?S’fale
prospecitive members .

communi ty resources

other student ¢
organizations




N2

1 Don't Know Where-to-Start+—A--Formula—for-a-Beginning—

1.

Set a personal goal that is realistic..."I will givé attention

<

to one Specific public relations activity per month."

Set a program goal..."This year the public (school and

community will know that this program and chapter.exists."

A Sample Yéarly Public Relations Plan

) Probable‘i Student
Month Possible PR Contact Tool Costs Involvemen;
* e
September | officer election |photograph
, organizations newspaper -
J meeting ’ . .
Oc tober section or lradio
area
_meeting announcement
November Open House displady .
Dgcember ‘Christmas newspaper
Service feature
profect
January Employer/ decal
: supporter
contact !
Job interview newspaper
. contest j feature
Februaty Vocational Ed. displays with
Week slide/tape for
' school & bus. -
March , Promotion student speeches !
! speeches
high.school classes
junior classes -
April State~ Conferenceewspaper, telephor
May Employer slide/tape
Appreciation presenation
Banquet v |plaques
June Scholarship newspaper
Winner hews release
’ h

15




*  RESOURCES

)

Every teacher should be part of the fommunity by joining and getting

.

involved in community activities. An active, outstanding éhapter effec-

A

tively'useé community resources in all phasesof its work. .A teacher/
coordinator/advisor must believe the community wants to be involved and
then must actively prqwote student use of the community resources. In
doing this, students havengreaxer pxposuré to realistic experiences, and
chapter activitiés are promoted more wideldy. Awareness of‘a strong
;hapter'é prograﬁ through use of commﬁnity resourées can promote greater
understanding of how chapter activities are an integral p;rt of the
instructional program. )

When planning chapter/class activities, consi&er areas when, the

use of community resources would provide for educational experiences

that would be effective, efficient, informational, and recognized.

What Resources .Do I Consider?

Three concrete ways to mobilize community resources and to get
support would be through organizing an alumni group, advisory committee,
and a parent booster organization. Keep in mind that one resource person
may wear many resource hats; for example they may be a parent, be aq
organization member, and be associated w;th a career. area importgnt to
thé chapter. When contacting organizations, ask if they have an educa-

tional committee. If so, find out who the chairperson is.

Suggestions for Resource People:
: .-
1. former.students and members;

2. s8chool personnel;

3. parents;

s

1<

<
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-

advisor& committee memb;rs;
local businesspersons and organizations;
state and federal gov'L agencies;
community résources and serviées;

professional organizations;

vocational advisors from other schools.

pa

12,
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~
. Sample Card For Filing Resource Data- ’ .

: ‘
USE: Data from the community resource questionnaires can.be recorded on
' © cards for quick retrieval

- ) (front)

g
. K

. e
Resourcsapersons
¢

Subject ' » Age/Grade Level

Name and title of person to contact

Address (home) ' Phone

Address (business) Phone

v

. Best time to contact -
) ) 2
. How far ahead

¢ Days Available_ ) Hrs. available -

Occupation \

Educational background

\ I “(back)

Previous experience presenting subject to:

Children ' Youth . Adults
Evaluation by other teachers:

- : ’ School Grade Date Comments
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i
Sample é;;giFor Recording Field Trip Data

USE: -Data¥from the community resource questionnaires can be recorded
- on cards for qiick retrieval.

file heading

Industry ‘ (front)
Name of agency . Date of contact,
Address
_ Telephone
. Name of contact person_ - - )

Trip suitable for age group ) ‘ ‘

- Number of persons

Instructional materials available

Time--day/yea®, . )} 4%&

Time required for tour

Special instructions (

[

Is first-aid service available

(// , (back)

| Evaluation by Other Teagkers‘\\\\______‘_N')* Guide
" ” N 1]

Service
Name of Satisfactory
Teacher School Date Age Unit, Yes No

/
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Sample Field Trip Information Survey Form

USE: To.collect necessary information for planning a field trip.

ot

L 4

1. Name of institution -Address

2. Person to contact Position

3. Maximum number of students allowed

4, Best time to ‘come Time needed for tour
5. Cost of tour (if any) Meal- facilities

6. Best route to travel of.institution*

&
)

7. Guide serQice available

8. List of facilities, equipment, production processes, finished products,
services to observe: -

. \ - .
10. List of people (salespersons, tradespersons, managers, workers) in ’
the business who may aid in demonstrating or instructing: >

11. Objectives of the trip:

12. Safety precautions . -

' 13. Detailed plan of trip







. ’ CHAPTER EVALUATION

3

Many of the reporting sygtems used by the Iocal chapters fo% responding
to stat; and national requests. for information could also. be an excellent
basis for local evaluation. This evaluation information can be of great -
value in pl;nning activ{ties and programs for the local chapter. Evaluation

is the key to improvement in any program or activity. It should be con-

tinuous, and should focus on both procedures and outcomes.

@

/
. As an advisor, you need to be a competent evaluator as you supervise
"the total chapter prégram. You also needhto heip students learn how to
¢ evaiﬁate their progress and that of the chapter in terms of theirown per-
sonal goals ané of the objectives of the chapter.
One of the strenghts of HOSA is that it provides a program planned
. an’d implemented by students. Thus, they have a real stake in E:heir .
evaluation of themselves and the program. As students learn firsthand
the process and the results of careful evaluation, which forms the basis .
for‘good Judgment énd intelligent action, they also gaﬁn experience in )
o - data~based decision-making and problem-solving.

e

You should recognize the importance of evaluation in teaching .
- ’ . B ¢
Encourage student self-evaluation and the continuous evaluation of the

. \

activities in the program of their chapter. The evaluation process sﬁould
- ‘ begin at the start of the séhool year when the program is set up. For
example, the prégram committee will need taqQ e;aluate last year's program
of,acﬁivities, and make decisions about activities which shouild be retained,
modified, or eliminated. |
1f, during the year, the purposes of the program have not been met,
‘ the progrhm should be modified by eliminating sc;me activities and/or adding

?

-1 19206
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others. This information should be obtained, filed and used in planning
new programs. Develop a bank of information so committee members” can
perform their tasks successfully. Probably thg best measure of program
effectiveness is a review of the evaluation of activities by separate'areas.
The following forms should be helpful in assisting you and your stu-
dents in evaluating the success of any project or program and the diffi-

culties or problems that may have arisen. By modifying the activities

or adding new activities, you can increase your chapters success and

effectiveness (Refer to Student Module, EVALUATING ACTIVITIES, for further

information).

Evaluating Your Effectiveness L7

In the final analysis, -the HOSA activities will only be successful
to the exteﬂt that you become personally involved in them,.and support the
organization through deed as well as word.' The way you carry Sut your
responsibilities in the organization orienting students to the purposes
and activities of the chapter, preparing them for leade;ship roles, assist-

ing them in planning and carrying out a Worthwhile program of activities,

ect. — will demonstrate your success as an advisor.

.

Review\}he Teaching Objectives
‘ The first step 1is to review the objectives of the program and HOSA.
Evaluate your success as a teacher/advisor by asking the following questions:
1. Of the teaching gBjectives, how many was I able to meet success-
fully? yhich ones? |
2, On which objective &id I fail to reach full criteria?
3. How might I improye the curriculum or my techniques to increase,
my performance on these objectivgs? ) ’

4., What goals can I set for the néxt school year that will help me

obtain success in all the teaching objectives?

12y .
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- o
-

In.addition to evaluating your teaching ability on meeting the teaching
objectives, it is important that you evaluate your personal accomplishments
in the areas of attitude, interpersonal relationships, communication; etc, !’
An advisor's evaluation will help you determine your personai success in the
past year and help you to identify areas needing improvement. By uﬁilizing
the results, you can set up personal goals for the nrext scbool year Sfamilton,
et al., 1977, Mod. H-1). See the appendix for sample evaluation forms.

. ~ (

\ , ‘
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- Sample Project Evadluation

Project s Club

émunittee ‘ \\\X School

Chairperson City

’

Number on Committee Advisor

Date Project Initiated?

Scheduled Completion Date? .

Goal?

"~ " How many meetings held?

\

How many subcommittees formed?
\ B

Committee names )

Members on ' ’ committee

12, =

v )




Members on

14-5

committee

Current status of project? -
—

4

What has helped the project?

What (if anything) is impeding project?

Recommendations

o

“Copies to: Chairperson
Executive Committee

Advisor

(Hamilton, et al., 1977, Mod. H-S, p. 14 ).




p Sample Program of Activities Review

i

2 ) . Actual
Activity Goal Accomplishments ‘Expenses | Income

Recommendations

\
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HOSA IN THE CLASSROOM

The teacher/advisor who feels competent in working with HOSA can find

<

a further challenge for professional development by making the student
organization a demonstration of competency-based instruction. The 1opa1
chapter is an ideal structure for practicing the skills of competency:-
based instruction and faciiitating.professional growth.

Thdre are many commoﬁalitiéb>between comPetency-based curriculum and
student organization. Such skills as goal setting, planning for activitiesu
gnd execution of an evaluation are emphasized in both. In addition the
aims and purposes of.Vocational Student Organizations are similar to those
of many educational prbgrams. These common aims and goals are to:

1. de;jgop.competent, aggresive leaders;

2. strengthen the confidence of young people in themselves and

their work.
-+ 3. create more interest and understnding inthe intelligent
' ' selection of occupational choilces; -

4. encourage members to improve their home, school and community;

5. encourage members in the development of individual projects and

in establishing themselves in a business/occupation of their own;

6. develop character, train for useful citizenship, and foster

patriotism; ‘

7. participate in cooperative effort;

8. encéurage and practice thrift;

9. encourage improvement in scholarship.

Job skills and procedures are often well defined and structured in the

classroom. Even though these skills are taught at all levels in the educa-

tional process, those attitudes and “values that promote being employable

15-1

' 133 ‘




15-2
7

and staying employed are often a neglected part of structured, skill-oriented

—- - -——courses. - For example,; learning experiences dealing with such activities as
getting along with co-workers, accepting constructive criticism, taking
orders, and bed side manner might not be as easily dealt with or integrated
into your course material.

The local program of activities should make a significant contribution
to teaching the‘gontent in the course of study. It is the teachér/éﬁvisor's
responsibility to make HOSA contribute to the teaching process. Objectives
for the course of gFudy must clearly be defined before the students can be
guided in planning and gelecting activities that enrich the curriculum. To
integrate actigﬁ?ies of HOSA with the ebjectives of the program, the teachér/
’advisor needs to; (; .

1. examine the objectives of thg course or program;

2. identify those objecktives that HOSA might help accomplish;

3. communicate those objectives to leaders;

4. 1involve students in determining how the objectives might

. be met;

5. set up a program of work/activities that fits in with dates

for coursé materials., \ ‘

Student organizations as an integral part of the total educatiqn program are

supported and encouraged by federal legislation and are recognized b; the

medical and health professions:
HOSA is a great key for the teacher in motivating the students. As

S

individual students receive rewards for accomplishing short term goals,

AN

3 .
the student is more likely to enjoy the learning process, be more willing to _.

participate, and develop more self confidence. The advisor benefits because

N s

, 13
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the motivated student is likely to be more cooperative and willing to

accept responsibility for oneself and the group.






‘ LETTER TO PARENTS OF PROSPECTIVE MEMBERS

Dear (Parents Name),

By enrolling in a health occupations program at _- -
school, your (son, daughter) has done more than just enroll in another class.
@
, , ‘ - Rs
//////"* (Spe, He) has actually embarked on a new way of life because of the many .

extraordinary advantages available through this experience.

In connection with the health prog;am, youf'fdaughter, son) will be \ .

‘ invited to join the student organization associated with:this area-~-Health
Occupations Students of America (HOSA)-

A

This i1s an organization available to stud%nts enrolled in tbe health
occupations area chosen by your (son, éaughter), and is designed to give
the student that something "extra" which will help (her, him)"ta‘ééke
(his, her) place more effectively in society.

-

‘ - In our HOGSA chapter we stress leadership through the election of
student officers. We stress participation through social activities,

. leadership development sessions, business meeting; utilizing parlia-
mentary procedures, and friendly competition by means of skill and
academic contests on the local, state, and national levels.

The cost to the student for participating is being kept at.a mini-
. mum. The dues are § for .state and national membership plus what-
ever local dues are required. Through these dues your (daugbter, son)
may take advantage of the chapter, and reap many benefits through active

. participation. ) ~

Sincerely,

HOSA Advisor -

RIC « - 137
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SAMPLE LETTER OF INTENT

_ | v o

+ October 1, 1979 1. A - .
*  Kentucky CountyArea Vocatienal Educétiﬁ3JCe er
600" Bluegrass Drive - J
Cardinal, Kentucky 40000 . N~ L
Phone: (606)\400—4000 ]

o~
/
|

~t

Mrs7 Jane Kelly

HOSA State Advisor

2122 Capital Plaza Tower )

Frankfort, Kentucky 40601 \\j T e

Dear Mrs. Kelly:

The Kentucky County Area Vocational Education Center HOSA Chapter
was organized on September 30, 1979, with a total of 37 members.

The Chapter consists of an AM and a PM club. ' )
k]
We request official mmembership as a chapter of the Kentucky Health ' .
Occupations Students of America (KY-HOSA) . ‘
Signed, =~ :
- )

CHAPTER ADVISOR

AM PRESIDENT

PM PRESIDENT

Attachments: Program of Work L
Bylaws
List of names and addresses
of Chapter Officers and Advisors
List of members . ,
Check for $20.00 Charter Fee
Check for $129.50 Membership Fee

O . B ,
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State Advisd%gwr

L3

A MEMBERSHIP DUES COLLECTION FORM

«  INSTRUCTIONS

Tocal chapter complete this form

Address

and send it along with all dues to
your state association. The state

association will then send one
master list and one check for

Phone

. national dues to:
National HOSA

Local Advisor

Please only use this system.

Address

Deadline - December lst for every-
one with the exception of states

: with programs beginning after
September 1lst. This deadline is

Date

February lst.

Note: On receipt of above,
membership Cards will be sent to
state association.

£

v +

Names for membership in HOSA (please Eype or print). Enclose $3.00
per member request. ($3.00 for National Dues and $2.00 for State
Dues) Make check payable to KY-HOSA. Use black ink on this form.

.I_q_él‘@ ~

1. 10.

2. 11.

3. 12.

4. 13.

5. - 14,
6. 15.

7. 16.
8. 17.

9. > ) 18.

Total Members

Total Dues Submitted
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CHAPTER N |

CLUB

. . HOSA STATUS SUMMARY*

-

Completed Date

.
1. Write a letter of intent.
(State the chapter's desire to become an
affiliate of KY-HOSA.)

2. Have the chapter president and the chapter
. \ ’ advisor sign the letter of intent. ° .
~
3. HMake certain the letter includes name and
address of affiliating chapter.

4. Send letter of intent to HOSA Co-Advisor,
Julie Cave,‘'Health and Personal Services
) Occupations Unit, 2121 Capital Plaza
. * Tower, Frankfort, Kentucky 40601

5. Send copy of chapter bylaws.

6. Send list of chapter officers, with names, ‘
home addresses, and home phone numbers.

7. Send complete list of members on the
official membership roster with
remittance to cover state ($2.00) and
national ($3.00) membership dues and

' ‘ the charter fee of $2g.00.

8. Send a copy of the current program of work.

*New Chapters Only
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]
‘ - CHAPTER “
: CLUB ¢ '
CHARTERED HOSA CHAPTER STATUS SUMMARY
Comgleted. Date ‘ . {

1. Review chapter bylaws for conflicts with
new National Bylaws.

j 2. Revise chapter bylaws, if needed.

3. Send copy of Revised Chapter Bylaws to
State Advisor or Co-Advisor.

4, Send list of chapter officers and advisors
with names, home addresses, and home phone
numbers.,

5. Send complete list of members with remit-
tance to cover state ($2.00) and national
. ($3.00) membership-dues on official :
membership roster.

// !
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' GUIDE FOR CLUB CONSTITUTION .

Constitution of
The (School) (Club Name)
(City), Kentucky
Kentucky (club name) Association

- ARTICLE I - NAME

Section. The official name of this organization shall be

, (School and_
, and may be referred to as .
specific organization name) (School) (Club initials)
Club.

ARTICLE II -~ PURPOSES*
) The purposes of this organization are:
. To assist local club members in their growth and development.

To unite in a common bond without regard to race, creed or national
. origin students enrolled in classes with vocational health occupation
education objectives.

. To develop leadership abilities through participation in educational, .
vocational, civic, recreational, and social activities.

~

. To fosfer a deep respect for-the DIGNITY OF WORK.

. To assist students in establishing realistic vocational goals.

v

‘. To help students attain a purposeful life.

~

. To create enthusiasm for 1earning.

-

- . %o promote high standards in all phases of occupational endeavor
including: ethics, workmanship, ﬁﬁholarship, and safety.

. To develop the ability of students' to plan together, organize and .
carry out worthy activities and projects through the use of demo-
cratic process. .

. To create among student, faculty member, patrons of the school and
persons in industry, a sincere interest in and esteem for health
occupations education.

* Specific purposes are obtained from national or are developed for non-
affiliated clubs.'

(SN

<
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. To develop patriotism through a knowledge of out Nazg;ﬁ's heritage
and the practice of DEMOCRACY.

. To develop patriotism through a knowledge of our Nation's heritage
and the practice of DEMOCRACY. -

. To emphasize the importance of continuous education consistent to
the needs of the individual and the requirements of his chosen

occupation. (Post Secondary purpose only)

ARTICLE III - ORGANIZATION

e .8
Section 1. The (School and club name) Club shall be affiliated with the
Kentucky Association of . The club shall operate in accordance

with its charter granted by the Kentucky association.
CLUB CHAPTERS v

Section 2. The club shall be organized into two chapters, one for morning
students and one for afternoon students. Each chapter shall have an exec-
utive council and a calendar of activities. ’ ’

CLUBS ORGANIZED INTO SECTIONS

Section 3. Any occupational area may organize a club seétion. The club
section is defineg as:

a. Ten or more members in a single occupational class or cooperative
education class,

b. their teacher serving as the section advisor,
c. having an elected set of section officers, and
d. . having a planned section calendar of activities.

Section 4. Section and chapter activities shall be coordinated by appro-
priate executive councils. .

Section 5. A section advisory council composed of community leaders from )

-y education management and labor shall be appointed by the appropriate school
administrator upon recommendation of the section executive council to provide
counsel, advice, and assistance to the section in carrying out its function.
Equal representation shall be given management and labor. They shall admin-
ister the Initiative and Achievement Program.

Section 6. All section advisors are members of a Section Advisors Committee.
They shall meet periodically to discuss as it releases to the instrud-
tional program. Their advice and counsel shall be transmitted to chapter
club advisor. - ) ‘

Q ) ' . ' 143 ,
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ARTICLE IV - MEMBERSHIP

Section 1. Membership in the club shall be open to students enrolled in
(post secondary or secondary) preparatory courses in health occupations
education in )

(Name of School)

Section 2. Club membership shall be open to all students regardless of
race, creed or national origin.

Section 3. State and national membership shall only be permitted through
the club, and all members of the local club must be members of the state
and national organizations. \

Section 4. Classes of membership which will be recognized are:
Active Membership--Students enrolled in (post-secondary or secondary)

vocational courses offered in health occupations education meeting the
requirements of the State Plan for Vocational Education.

Associate Membership--Cooperative employers and/or training station
sponsors, advisory council members and lay persons associated with and
contributing to the improvement and development of the organization and
vocational trade, industrial, technical, and health occupations education.
They are not eligible to hold office or vote.

Professional Membership--Persons associated with or participating in
professional development of as approved by club. Such members shall .
include club teachers, teacher educators, school administrators and super-—
visors. Professional members will pay dues as established by , but
members will not be eligible to serve as voting delegate, hold office or
otherwise represent the club.

7

-

-

Honorary Life Mémpership——Individualswho have made significant con-
tributions to th& devjlopment of and vocational health occupationg
education whose membership has been approved by the club executive council
upon the recomméndations of the club. Such membership shall not require
payment of dues. The club shall provide membership services.

Section 5. A membership year shall be from September 1 through August 31,
inclusively.

ARTICLE V - EXECUTIVE COUNCILS

Section 1. There shall be an executive council for each chapter consisting
of President, Vice President, Secretary, Treasurer, Parliamentarian and the
President of each organized section.

Section 2. There shall be an executive council for each organized section
with no less than three officers as deemed appropriate by section members.

) Section 3. The chapter and section officers of the (School Club) shall

be nominated and elected by ballot at the first regular business section .
or chapter meeting of each year. A majority vote of the active embers v
shall be necessary to elect.
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Section 4. The presidents and vice presidents of the chapters and the club
advisors shall be the club executive council and shall coordinate overall
club activities. They shall elect their own officers. -

.  ARTICLE VI - MEETINGS |

s
Section 1. Regular section meetings shall be held during the school year.

Section 2. Several club and chapter meetings shall be held during the
school year. . :

Section 3. The appropriate executive council shall meet in advance of
every section or chapter meeting.

Section 4. Parliamentary procedure of all hmeetings will be governed by
Robert's Rules of Order, Revised.

ARTICLE VII - FINANCES

Section 1. The club will be responsible for state and nation _(club) dueﬁ?
according to the number of individual members claimed in each membership !
classification, times the amount established for that classification.

Section 2. The club advisor and the section advisor shall be responsbile for
the finances and will furnish an annual audit to the State {(club) Director
and the membership.

< ARTICLE-VIII - VOTING

Section 1. (School and club) members shall exercise their franchise through
voting delegates at state conferences. Each organized section shall elect

one delegate and one alternate to the State House of Delegates. The total
number of delegates for the club is dependent on state association directives

Section 2. Eacéh active member in good standing shall have the right to cast
his vote concerning all vlub, chapter, and section business and election of
officers. -

ARTICLE IX - EMBLEM AND COLORS

w*

The emblem of (School and Club) shall be that of the National Organization.
The wearing and use of this emblem will be governorned by the National _
Organization. ) .

ARTICLE X - AMENDMENTS

The constitution may be may amended as follows:

¢

a. All proposed amendments to the Constitution shall be submitted in
writing to the clubéexecutive council.

b. If the executive council passes the proposed amendment or an amended

form of the proposed amendment by a majority vote and the membership
votes by 2/3 majority for the amendment, it shall be effective.

143




ARTICLE XI - RULES, REGULATIONS AND BYLAWS . |

Section 1. Such rules, regulation and bylaws as deemed necessary for the
S proper conduct of this organization shall be adopted.

Section 2. No rules, regulations or bylaws shall be adopted which are
contrary to this constitution. ’ Jf

* * * * * * * * * . * * * * \
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‘_ 4 APPLICATION FOR OFFICER CANDIDACY
LOCAL CHAPTER - .

Directions: Fill out this form completely and give to the advisor or
the nominating comm%stee for your chapter.

i (Chapter Name)

Ol

Student's Name

Office Seeking

List the qualifications which you feel you now process for this office.

~

&

If it is recommended by the Neﬁinating Committee that you be a candidate
for an office other than the one you listed, would you be willing to abide
by this decision? e

What would be your second choice of office for which you would be a candi-
date?

' If nominated and elected to an office, would you be willing and able to
occasionally stay after school to work on HOSA projects and fulfill the
duttes of the office? :

Are your grades sufficiently satisfactory to enable you to fulfill an
office and devote time to HOSA?

-

L

I hereby agree to ‘be familiar with the duties of the office for which I
am offering myself as a HOSA officer candidate, and further agree tq
fully abide by the decision of the Nominating Committee. If "elected to
an office in the . chapter of HOSA,
I agree not to make myself a candidate for an office in any other school
organization whose dutiés would conflict with those of ,HOSA. '

“

wSignature of Applicant - : ‘ ' Date

‘<, e
N 4

-
.
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KY-HOSA

, Nomination Form for State Officers*

HOSA officers are required to perform their duties on a very vigorous and
continuous basis. Therefore, it is necessary that those who aspire to
become officers are:highly qualified, able and. willing to assume the
responsibilities of a state office. The KY-HOSA Bylaws (Article 7) read

"No local chapter shall submit more than one candidate for ,each student
office." Please read and study the statements-belgw before submitting

the form to the SEate Advisor. When the student has discussed the situation
with parents local chapter advisor, and school administrators and is fully
convinced that, if elected, he/she will be able to carry out the respon-
sibilities of.a HOSA officer, thertomplete this form and submit to:

State Advisor, HOSA *\\
Health and Personal Services Occupations Education Unit

2121 Capital Plaza Tower

Frankfort, Kentucky 40601

5

If elected to a HOSA office, I, ~ : s
will:

Be committed to HOSA. Be willing to serve for the entire term
of office. Be willing and ‘able to travel on HOSA business
throughout the term-of office. Be willing to promote the goals
and objectives of HOSA. Project a desirable image of HOSA at
all times. Purchase HOSA uniform.

Office sought:

Signature:

Date:

Chapter:

School:

Address:

Completed form must be submjitted to KY-HOSA ' "t

& 115 ,
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CANDIDATE INFORMATION RESUME
N Name Current Grade Level
Home Address
School Name
1) HOSA Offices Held: (Candidate must have held am office . Year

in the local chapter.)

, a)/

b)

c) S —

\ .

2) Honors/Awards Received: (HOE and others)

a)

b)

c)

» d)

3) Participation in Other Activities: (School, Community)

]
D

4) Offices’Held in Other Organizations:- ‘ ) y :

) . ' ‘

a) ) R . . »

b) N . . - ) > . } {,-‘ .
c)

d)




T T T T T R T T T

! ~ STATEMENTS OF SUPPORT

I approve of my son/daughter applying for a HOSA office and if elected,
agree that he/she will be able to spend the time, and have the trans-
portation necessary to carry on the duties of the office.

Parent's or Guardian's Signature

4

The candidate, ., meets the qualifications

for office and I recommend him/her for the office of ' .
" : Chapter Advisor's Signature .

This school will support in the sdccessful

fulfillment of the duties of the specific HOSA office. A statement of
academic performance during the previous year is attached.

School Principal's Signature
P M "‘) “ S .

-

-

"Superintendent's Signature , T
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‘ ) f HOSA STUDY SHEET*

1. What do the letters ''HOSA" stand for?

2. Who is the official sponsor of KY-HOSA?

. &
N, ;oo * 3. What are the purposes of KY-HOSA?

2

) . .
H\) 4. Who.may be ‘xnemb;ers of KY-HOSA?
5. What are the classes of membership?
6. Do alumni members have the rfght to vote or hold elective office?
7. What are the state dues?
8. What are the.national dues?
. 9. What i’s th'e membership year?

10. List the requirements for the establishment of a local chapter.

11. When is the local chapter considered to be 'in good standing with
the .state organization? D

. 12. When shall separate divisions'be formed?
13. Name the six (6) state offices.
14. ﬁho mléSt interview the state officer candidates?
15. Hmo ma‘y be a candidate for state office? -
16. Who shall' succeed the president?
17. What are the dl'xt:ies o.f the pre‘asi_dent?

s

18. Give two duties of the secretary. ) :

7

L4
, 19. ' Give two duties of the historian.
20. Give two duties of the treasurer.

21. What does the parliamentarian do?

~

22. Who may vote at the annual KY-HOSA meeting? »

\ Who may call a épec\ial meeting of the state organization?

24.\How many voting delegates may a chapter have?

[

‘ ) 25. What is the maximum number of voting delegates each chaptér may have?

/ .




26.
27.
28.
29.
30.

31.

32.

How may members compose’ the executive council?
=
¢
Who shall be the state advisor?
Who is the chairperson of the state executive council?

Who is the chairman of the state advisory board?

How many standing committees are to be appointed by the president?

What publication shall govern the state organization in
parliamentary authority?

How may the KY-HOSA Bylaws be amended?

15 ‘

*Reference - KY-HOSA Bylaws

terms of



DIRECTIONS:
sheet of paper.

-
- -

o
-

oo~V W N

10.
11.
12.
13.

14.

15..

16.

17.
. 18,
19,

~. 20,

21.
22.

23A\

24.
25.
26.
27.

. 28,7

29,

30.

! 31.
32.
°"33.
34,

35,

§ample Ky. HOSA Officer Gendidacy Test

<
-

When was the national organization of HOSA born?
How many "charter states' formed national HOSA?
Where was the first National HOSA Constitutional Convention held?
List the states which originally“formed HOSA.

Who was elected the first President of HOSA?

What organization gave the impetus to decide-to organize HOSA?

What are the official colors of HOSA?

Who was designated as the first honorary member of HOSA?

*Any state that joins HOSA in what period of time will be considered
one of the original chartered states?

Who is eligible for membership in National HOSA? ,
What does the initials HOSA stand for?

There are seven(primary purpqées outlined in ARTICLE II of the BYLAWS
of the Kentucky HOSA Constitution.
What are the three classes of membership which are recognlzed by

HOSA9

What“is the minimum number of active local chapters in the state
to be eligible for Nationgl HOSA Membership?
National HOSA is divided into what two divisions?
Which of the fwo divisions does Kentucky fall under?
What offices are elective officés? .
What offices are appointive offices?

How many timés will the presiding officer rap the gavel to begin a

meeting9 g .

LY

“What is the minimum number of people who must be present before the
Chapter can conduct its meeting?
List two purposes of using Parliamentary Procedure.

What are theceight,steps to be followed in conductdng a meeting

called?

at a meeting. v

Why should a member "second a motion"?

List the threé ways to amend a motion.

List the four categories of motions.

How many times can a motion be amended?

What types of motions require a 2/3rd’s majority to be adopted?
. List five things that a member has the right to gxpect from the

presiding officer.

List three ways to ‘delay action on a motion.

How long may a motion be delayed?

What.is the symbol of authority in Chapter Meetings?

‘List 3 duties of the office for whick you are a candidate.

When was the Ky. State Constitution adopted?

How many voting delegates’'shall a chapter have in'a state meeting?

(Chapter)
)

Answer each of the following questions completely on another
Each correct answer is worth 1 point.

Can you name four of them? .

List the three steps to be followed when a member wishes to speak

16-17
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£

13.
14.

15.

16.
17.
18.
19.
20.
21.
22.

ANSWER KEY TO OFFICER CANDIDACY TEST {

Nov. 10-13, 1976

Six ‘.

Arlington, Texas

Alabama, New Jersey, New Mexico, North Carolina, Oklahoma, and
Texas o

Lynn McGee from North Carolina "

Américan Vocational Association's Health Occupations Education

'Divfsion

Hospflal White and Medical Blue with Darker Red accents

Joan M. Birchenall

Two years following organization of national H.0.S.A.

Students enrolled in a health occupations program or an organized

prevocational Health Occupations Education Program.

Health Occupations Students of America

1. TFoster programs and activities which will develop: a)
Physical, Mental and social well-being of the individual,
b) Leadership, character, and citizenship, and ¢) Ethical
practices and respect for the dignity of work.

2, TFoster self-actualization of each member which will
contribute to meeting the individual's psychological,
social, and economic \needs.

3. Build the confidence of students in themselves and their
work by learning to assume responsibilities and by
developing personal and odccupational competencies and
social skills which lead to realistic choices of eareers
and successful eﬁﬁ{;yment in the field of health.

4., Promote Inter-organizational relationships with
professional groups, busineg,es, industries, and other
student organizations.

5. Recognize individual achievement in scholarship,
occupational skills, or services rendered by providing
awards. ' .

6. Promote involvement in current health care issues,
environmental concerns, and survival needs of the community,
the nation and the world.

7. Promote the establishment of state student associations
and encourage state student associations to affiliate with
HOSA.

Active, Associate, and Honorary

Five

Eastern Area and Western Area

Eastern Area v

¢

\
President, President-Elect, Secretary, Historian, Area Vice-President

Parliamentarian and Treasurer
Three Taps
Quorum

1) Guarantees Freedom of Speeclh; 2) Protects the Rights of the Minority

ORDER OF BUSINESS

15
™~
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23. 1) Member rises and request recognition
2) Member awaits recognition .
3) Member receives recognition .

24, Because he believes the motion is worthy of conmsideration

25. By: 1) Addition, 2) Deletion, and 3) Substitution

26. 1) Main Motion, 2) Incidental'Motion, 3) Privileged Motion,
4) ~Subsidiary Motion

27. Three

28. Those which change actions previously agreed on by chapter members

29. 1) Information as to the pending business
2) The result of a vote
3) The motion before the group . !
4) Adherance to proper parliamentary procedure !
5) Order at all times |

30. Postpone to stated time *
Motion layed on the table
To delay indefinitely

31. Only until the next regular meeting

32, Gavel

3. See Duties of officers
34, March 2, 1978
35. Two for first 30 members plus one for each additional 50 members

o
YU v
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HOSA
CAMPAIGN RULES .
1980 '
-~ e
«
In order for a student to become an eligible candidate, candidates for v
each student office shall submit a completed nomination form to the
N state advisor for Kentucky HOSA via their local chapters at least four

weeks before the annual convention. This form shall include: a veri-
fied statement of academic performance during the full school year
previously completed; the signature of the school principal or dean,
and local chapter advisor; and a documented record of offices held in
Ky-HOSA, including affiliated local chapter.

Candidates shall have held an office in their local chapter.

No local chapter shall submit more than one candidate for each student
of fice.

IS

All officer candidates shall be interviewed by the nominating committee.

Of ficer candidates shall not be voting delegates. If an‘ngicer candidate
is a voting delegate an alternate should be appointed to serve in place
of the officer candidate.

.

Each officer candidate shall present their campaign speech during the
first general session. These speeches shall not exceed the five-minute
time allotment. '

Campaign materials shall not be posted throughout the hotel. There shall
be a room designated for the hanging of posters and flyers. Any candidate
found posting campaign materials in _the halls of the hotel or placing
flyers under the doors of the hotel guest shall be disqualified. As to
where this room is, inquire at the infiormation table located in the main
lobby.

b Y
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. ., CAMPAIGNING

No campaign material shall be attached to the walls or agher property
of the Conference hotels or Convgntion Center.

Time will be provided for delegates to "Meet the Candidates."
National Officer Candidates should report to the room assigned.
"press Conferences" will be held during this time for each national
of fice position and delegates will question and interact with the
National Officer Candidates on a professional basis. National
Officer Candidates should prepare short introductory message for
the purpose of introduction to the delegates.

One General Session is reserved for campaign demonstrations and/or
speeches in behalf of Candidates for National Office. Voting
Delegates are to sit in a reserved section during this session.

State Associations are urged to use their imagination and initiative
in creating novel ways of presenting their Candidate. Any damage

as a result of materials used during this session will be the
responsibility of the State Association. '

A list of the Candidates eligible for National Office will be posted
prior to this General Session. Each Candidate nominated will be
given time for speeches and /or demonstrations on his/her behalf.
Candidates for ALL offices will be limited to (5 FIVE MINUTES for
speeches and/or demonstrations. Candidates declared eligible will
be announced at the beginning of the Campaign Session. It will not
be necessary for Candidates declared eligible tg'%e nominated from
the floor.’ ) ,

All State Associations are expected to encourage and observe good
taste in the promotion of their Candidates so as not to disrupt

any planned event of the Conference. Because of the "public eye"
focused ‘on this event annually, it is absolutely necessary that
delegates reflect the conduct expected and desired in "putting our
best foot forward."

With respect for anti-litter concerns and cost to individuals, local
Chapter and State Associations, campaign materials should be held

“fo a minimum. Personal contact and the organization of a campaign

develop leadership ability in a Candidate to a greater degree than
give-away gimmicks.

It is the responsibility of each State’Assogiation and Candidate to
see that ALL campaign material is picked up and removed from the
Hotels one hour prior to the Election Session. NO campaign material
will be allowed in the Election Session. ’

NO NATIONAL OFFICER CAMPAIGNING WILL BE PERMITTED

PRIOR TO THE CAREER
DEVELOPMENT CONFERENCE.

9
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- -
KY-HOSA -~
CAMPAIGN RULES
1981

’

In order for a‘siudenﬁ to become an eligible candidate, candidates for
each student office shall submit a completed nomination form to the
state advisor for KY-HOSA via their local chapter by the indicated due
date.

.Candidates shall have hald an office in their local chapter.

No local chapter shall submit more than one candidate for each student
office.

All officer candidates shall be interviewed by the nominating committee.

Officer candidates shall not be voting delegates.

Each officer candidate shall present their campaign speech during the
first general session. These speeches shall not exceed the five-minute
time allotment. .

Campaign materials shall not be posted throughout the hotel. A room
will be designated as a campaign room for campaign materials displays.

Any chépter disregarding the above is placing the candidacy of their
nominee(s) in jeopardy. L




' SCREENING NOTES FOR NOMINATING COMMITTEE MEMBERS
LOCAL CHAPTER

DIRECTIONS: Use this form to make notes on officer candidate interview.

o

Candidate's Name

1. Why do you want to be an officer in the HOSA Chapter?
2. What could you do to make the Chapter a better one?
3. How would you get more people involved in Chapter activities? <
4, Why are you making yourself a candidate for this partigu%gr office?
5. Do\you know the duties of this office?
6. What experience as an officer have you had?
7. What goals or activities would you like to see HOSA accomplish next
year?

.
8. How much time are you willing to devote to HOSA?

OTHER COMMENTS:




1)

2)

3)

4)

“J CONFERENCE FORMS
GUIDELINES-

Nomination Forms, Study Guides, and Tests for State Officers

Candidates:

Each nomination form must be completed and submitted to Julie
Cave, Health and Personal Services Occupations Education Unit,
2121 Capital Plaza Tower, Frankfort, Kentucky 40601l. Refer to
KY-HOSA Bylaws, Article V, to determine criteria for nominations.
Nominations may be submitted for President-~Elect, Secretary,
Treasurer, Historian, and Parliamentarian. Upon receipt of the
nomination form, the state advisor will forward a test to the
coordinator of the school. The coordinator will administer the
test and ¥€turn it immediately to the state advisor for scoring.
All state officer candidates must score 85% or higher in order
to be considered for office. A study sheet is attached to the
nomination form. Each nominee who scores 85% or higher on the
state officer examination and is placed on the official ballot
by the nominating committee must be prepared to give a 3-5 minute
campaign speech at the first general session.

Entrzvgprms for Competitive Events: ~ *

Each form must be completed and submitted to the state advisor,
Health and Personal Services Occupations Education Unit, 2121
Capital Plaza Tower, Frankfort, Kentucky 40601.

Voting Delegates Forms:

Each form must be completed and sent to the state advisor in
order that appropriate badges may be prepared for delegates and
alternates.

—

Courtesy Corps Form:

The courtesy corp members function as pages, hosts, and hostesses.
Complete each form and send to the state advisor in order that
appropriate badges may be prepared.

»

VY
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SUGGESTED SEATING ARRANGEMENTS fOR MEETING
v »Pres
Vice Pres " Sec
Reporter < members‘ Treasurer

Parliamentarian
members

,  members !
members
members

committee chairpersons

Pres
Vice Pres Secretary
committee chgiy;
members
members
members
members
Reporter members Treésurer
Parliamentarian
- ’

and

Advisor

~

Advisor




B *"  SAMPLE EVALUATION ' ' ,

Committee Meeting Process

Atmosphere

r 1]
1. To what degree were committee members cooperating with each
other? '

2. What was the feeling tone of the meeting at various stages?

Participation

3. Who were the high and low participators?

4. What was the relationship between level of participation
and the apcomplishment of the task? )

-~

Commitment’

5. To what degree were members committed to a common goal?

6. What motives did you infer for each of the members?

N

(Richardson, et al., 1976, pp. 12-14).

=~

Ial
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SAMPLE MONTHLY EVALUATION

Month/Year
. . /

Advisor - L )
- . -

School N ] v ‘ N
Vocational Area

Number of Students Enrolled v

Number of Student Organiéation Members

Meeting Dates ’ : . )
How Many Members Were Present ' : ,
This Meeting was  Chapter All School

List the Agenda For Tﬁp Meetings v

1. 5.

2, 6.

3. » o 7. ' [

4. R 8.

s} n

What Committees Were Appointed or Reported to the Group?

>
- [

1. 5.

2. 6. .
3, 7. i

4 8. . ]

-
o8

\ : AN




ERIC

PAruntext provided by eric
»

5

State Briefly How This Meeting or Activity Carried Out the Yearly
Program of Work or Chapter Goals. .

.
.

Y

(Hamilton, et.al., 1977, Mod. H-5, p. 13).
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SAMPLE HOSA MEMBER'S EVALUATION AND SUGGESTIONS

~ 3

4 1

. , -

I'm glad I joined HOSA because

»
!
- . 1
’

The thing I learned to do in HOSA thi's year that I like best is

* . L4 »

Other skillsJ learned include - "

\

‘
*

The toughest job I had this-year in HOSA was

t
a.
-
¢

-

My biggest"success was ) '

.7 Ayt

€ ‘ .
.

<. The best speaker: we had this year was

. -~ ¥
I liked this speaker because ) .

.

:.*The best project we tried this year was

MY
'

.-‘ ) . ’\
Maype if ve'd tried to do it’'differently it would be better next time
.ty ’

N ~

i ey

Thé career I learned most about was

.
~ X
.
.

~ ‘ t * - .
The careér I find most interesting is . a .

Py

¢ .
] . »

Ve . : . A

Suggestions for impfoving HOSA activities:

L4
- Y

Iy N A ! (;;




SAMPLE ADVISORS EVALUATION

Evaluation

1. How did.my attitude and beliefs
effect the students?

2. Did I give the students enough
guidarrce without pushing them
or fostering my values or ideas
on them?

3. Did I accomplish my personal
goals for this year? .

4. Are you really dedicated to

«

your students and your
profession or do you find

» yourself arriving later,

leaving early, resenting the
time and effort involved?

¢

5. Do you have a sense of humor?

6.

,Did you keep students
productively occupied or just
busy?

(a) Do you relate well to
other teachers and s
administrators?

(b) Did you int‘;act well
with other clubs?

Do you allow' your students
to fail at some small
activities and then help
them profit from these
errors?

Did you help each student
work up to the best of his v
potential? -

10.. Can you debate and éhallenge
Students without becoming
argumentative and defensive?

2

Poor

Fair

Good

Excellent




Poor Fair Good Excellent

11. (a) Did I devote my time, , » )
. without resentment?

(b) Was 1 generous with
my time and enthusiasm?

12, (a) Do you have a healthy -~ \
competition attitude ‘
or are you out to beat .
a particular club or
person?

<

(b) Did you pass this on to
your students? .
13, Did you instill in them the ,
desire to be the best they
can rather than just win? ‘

\

14, . Did I use the chapter

effectively as a signifi- .}
cant teaching tool in the .
classroom?

15. Did the chapter activities s
coordinate with current
curriculum?

16. Did I use community resources
wisely? A §

17. Did classroom techniques A
increase the amount of
chapter participation in
class? )

18. Did I reach potential members?

19. Did I maintain current
. members and keep them
enthusiastic?

20. Did,I find guidance and
support from school admin-
istration and other teachers
in establishing and managing
the chapter?

21. Do the graduates éecure and \ -
hold good jobs?



22,

23.

247

25.

16-32

(a) What were the benefits and educational value of the class/

chapter? : ) .

(b) What were the problems?

(c) How can I remedy this?

How can I personally help expand community resources mext year?

“~

How can I improve relations with the school administrator?

Other advisors?
Other teachers? -
My students?

What ‘'shall be my personal goal(s) for next year?
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